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“THE IN | {4 
| PLATE” FOR ALL} 
OFFSET MACHINES. | 


| 


| | | 
Gives simultaneous, direct image im-. 
pressions of printed forms and fill ins 
of TYPEWRITING, TABULATING, HAND- 
"| WRITING, CRAYON, PENCIL — AN EXTEN- 
‘\SIVE RANGE OF BLACK & WHITE LIN 
WORK ond ILLUSFRATION\ _/ () i() 
Rr mall or changes. 
: away for future re-runs; 
"\ Available in 4 types: ‘Sys- 
“Yom (continuous); Short Run; M 


ppliss "bbe thnk i/ C : 
bibeke and all colors), 
and Roller Wash, Aquatex 
Covers, Writing and Ruling Inks, Car- 
oponPaper, Fabric Paper .. 
Ribbons, Craygnsy 


REDUCES YOUR FORMS INVENTO 
ELIMINATES OBSOLETE FORMS STOC 


—— 


BS ee 
MANUFACTURED BY 

COLUMBIA RIBBON & CARBON 

MANUFACTURING CO., INC. = 

Main Office & Factory: Glen Cove, L. |., N. Y. / Ao 
New York Sales & Export: 58-64 West 40th St. —~— 
Midwest Sales: Kansas City, Mo., Dwight Bldg. ~{—~#— 
Chicago * Detroit ¢ Milwaukee ¢ Minneapolis > + 
Nashville ¢ Philadelphia ¢ Pittsburgh ¢ Portland, ~——>}—— _— he 
RD | ahah Se = 
Alio n, Sydney, Australia e Milan, == ms ~~ 1. = Py. 
er a ae ae i a re — in Dil tt 
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NOW... office work reproduced 
as fast as a draftsman’s drawing! 


9 seconds is all it takes to reproduce a _ unique versatility . . . being able to repro. 
draftsman’s tracing as an easier-to-read duce any translucent original as any one 


positive (not negative) OZALID PRINT. of 15 different types of Ozalid prints, 
And using the same Ozalid machine, Check the savings in time, labor, and 
you have the same speed in reproducing _ materials: You may now be using 4 other 
your typed, printed, drawn, and photo- _ processes and still not be able to do the 
graphic material. work Ozalid does—with truly amazing 


Along with this, you enjoy Ozalid’s speed and economy. 


la 


ly 
1. No more repeat typing of form letters, reports, etc. Simply 2. Five-color transparent overlays without printing plates or 
make Ozalid black-line prints like these from your original. “Art” headaches. Separate black ink tracings are reproduced 
Then fill in headings, references with same make of typewriter. —each on Ozachrome film of desired color—black, blue, red, 
Ozalid black-line prints exactly match original typing! Are yellow, sepia. And the job is finished simply by stapling films 
completely dry, smudgeproof! together. 


‘al 


3. New business systems established. Your records can be du- 4. The only way to reproduce photographs in seconds. Beau- 
plicated in seconds on OZACARDS—tailored for your files. The tiful OZALID DRYPHOTOS — with full tonal values— are pro- 
fastest, most convenient, most economical way to relay infor- duced directly from film positives. Keep film positives of your 
mation to various departments, branches, warehouses, etc.! products on file, fill requests for “photos” as fast as received. 


Learn all about this amazing new “graphic art” everyone 
can use ... and see samples of the 15 types of Ozalid prints 
you can make. Now available are Ozalid machines for all 
production capacities. 


Write today for free booklet No. 161 


OZALID 


DIVISION OF GENERAL ANILINE AND FILM CORPORATION 
JOHNSON CITY, NEW YORK 
Ozalid in Canada —Hughes Owens Co., Ltd., Montreal 


€ 


@ SEE THE OZALID EXHIBIT AT THE NATIONAL BUSINESS SHOW, SEPTEMBER 30—OCTOBER 5. BOOTHS 260 AND 261; MEZZANINE ® 

OFFICE MANAGEMENT AND EQUIPMENT—featuring office purchasin :, equipment, methods and personnel | is published by Andrew Geyer, Ine. 

at New York. N. Y. Business, Editorial. Cireulation and Production Department, 260 Fifth Ave., New York. Application for second class entry 

is pending. Volume 7, No. 8; September, 1946. Subscription $2.00 per year in United States and Possessions, Mexico and Cuba; $3.00 all other 
countries. Printed in United States. 
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1 YOU'VE NEVER 


«| SEEN ANYTHING 
| LIKE IT! 


4 other 


do the 


mazing 


A new stencil duplicator 
that will satisfy your 
most hopeful dreams of 


SEE IT FOR THE new office equipment 
FIRST TIME AT The Red Feather DUPLICATOR — so new 

mechanically that we’ve made a TRANS- 
THE NATIONAL PARENT model for you to inspect at the 
BUSINESS SHOW show —so smooth in appearance and opera- 
IN NEW YORK tion that it doesn’t even resemble pre-war 


Sept 30 - Oct. 5 machines. The Red Feather DUPLICATOR 

—so far ahead in producing fine 

work that every office will want one. 
Precision built ty 

RED FEATHER PRODUCTS LTD. 


Home Office and Factory 
REDWOOD CITY, CALIFORNIA 
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NORWALK, CONNECTICUT 


“PIONEERS IN ALL THAT'S BEST IN STAPLING” 
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It’s a silty question — but nevertheless opportunity for distinctive styling, powerful 


important. Undoubtedly your product does sell and informative sales messages—— and a low 
—by means of persuasive salesmen, extensive cost quality appeal that builds repeat business. 
advertising and an attractive profit margin. It’s not just by chance the varied products of 
What we mean is . . . does your product sell the 90 million dollar office supply industry are 
itself? Does its physical appearance, (1) attract packed principally in set-up boxes. A com- 


the eye, (2) complete the sale, (3) build prestige pelling factor in any merchandising program, 
for future progress? If it doesn’t do all three the set-up box will roll up its sleeves — pitch 


and more — it’s time to re-package . . . the in and sell . . . for YOU! 

RIGHT way! *For the latest news on the Office and 
The set-up box has built-in sales appeal. School supply Industries, call or write your 

In addition to its rugged strength and light- nearest paper box manufacturer for the market, 


weight construction, the set-up box offers the sales and industrial progress survey No. 76. 


NATIONAL _ PAPER BOX MANUFACTURERS 


TSSG6CLAMG/1____ 
a COOPERATING SUPPLIERS 


Liberty Trust Building * Philadelphia 7, Penn. 
FOR INFORMATION OR SERVICE ®© CONSULT YOUR NEAREST SET-UP BOX MANUFACTURER 
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TO MAKE A GOOD 
IMPRESSION 


Old Town 


RIBBONS « CARBONS 
DUPLICATING SUPPLIES 


© CARBON PAPERS 
© MASTER UNITS 
© INKED RIBBONS 
© CARBON RIBBONS , 
© DUPLICATING SUPPLIES 
© CARBON ROLIS 

© DUPLICATING INK 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Corbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere 
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A first -rate A e offi 1Cé 1 yorker 


Youre posting, office bulletins ? 
Then try this nifty trick - 

ppl Bd | Use Texcel Tape to hold them up, ; 
 —. : Its neat—its strong- its quick / x 


A fancy charts a job to do 
In crayon, paint or ink. 

Try strips of colored Texcel Tape 
And do it in a wink. 


e! won't creep loose 


the “stickum’s” bonded on!) 


To seal important envelopes, 
Use Texcel and be sure 


Lay, That if the glue should fail to hold, 


- wd so The contents are secure. 


(Texcel seals securely 


FOR TEXCEL IS AN 
IMPROVED TAPE WHOSE. 
STICKUM'S” BONDED ON ! 
{T WONT COME OFF, IT 
WONT DRY OUT=IT 
HOLDS WITH LOTS 


the “stickum’'s” bonded on!) 


i. Texcel Tape just once and youll 
Become a steady buyer. 


Why not order some today ? 
Just call up your supplier. 


sag 3 
Cok oy gt iT [ PP, Gy CCELLOPHANE TAPE 
SAG aa Poly of: Seay STICKS WITH A TOUCH 


INDUSTRIAL TAPE CORPORATION * NEW BRUNSWICK, N. J, 
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Rite-Ft CUSHIONS 
The Newest in Comfort—Quality—Economy 
Rite-Fit—A Standard in Cushions— 


Expands Its Li 
xpands Its Line TIT Ie 
in oe 28 Be Tia 28. 
‘ ahorgeerr ee 
* * * * ae a i z 4 } - ae is is Bee 
eee a ee ee wane Bei 
" VIF EALL EL LG geet 
LATEX FOAM RUBBER 2 pee SITs STG 4545-454 
BOX TYPE CONSTRUCTION foscpebopee aw? yt ee 4 H ? % 
j 4 2 Z Le BBS BED 
Reversible foe saeenffventer BEE 73 ee ee 
Finest Leatherette—Ma- £49 Ae RA RAE A EA BA 
#330 Exec. Size—18”x16%”’ |} hogany, Walnut and pepeeesfe grt +a 5-5 Se ee EAS ‘ 
#310}Steno. Size—15"’x14” Green—Cool, Green, tie , de BEE EES EE era 
Water Repellent Cloth + et oo: t 4 Hy Ae 4 
: 4 4 4 A H * ‘a a ne 


Reversible 

Fibre Matting—Cool, 

#333 Exec. Size—18’’x1614""; Green, Water Repellent 
#313 Steno. Size—15’’x14” Cloth 


Nos. 333 and 313 
Latex Rubber 


Cloth Covered 
#530 Exec. Size—18’’x1614” [Cool, Green, Water Re- 
#510 Steno. Size—15"x14” \  pellent Cloth 


x * * * 


FINEST QUALITY COTTON FILLED 
ALL CLOTH COVERED 2" 
BOX TYPE CONSTRUCTION 


Tufted 
#730 Exec. Size—18’’x16149” (Cool, Green, Water 
#710 Steno. Size—15’’x14” Repellent Cloth 


* * * * 
DE LUXE SPONGE RUBBER 
ALL CLOTH COVERED 1" 

WELTED CONSTRUCTION “— 330 and 310 
atex Rubber 


#630 Exec. Size—18’’x1614” {el Green, Water 
#610 Steno. Size—15’’x14” Repellent Cloth 


x *&* kek * 


THE FOUR STAR ANSWER 
1. In“the case of Latex{Rubber Numbers, a VENTILATED CUSHION. 


Latex Rubber is of an ,intercellular air-conditioned construction. 


2. In all Rite-Fit Numbers, QUALITY—Workmanship, Materials, Style. 
3. In all Rite-Fit Numbers, ECONOMY—Long-Lasting Styling, Scientific 

Construction, Completeness of the line. 
4. In all Rite-Fit Numbers, COMFORT. By their construction and the scien- 

tific selection of materials, Rite-Fit Cushions Afford Natural Support. 

Write us for complete price information 
Nos. 730 and 710 
RITE FIT—THE QUALITY LINE Cotton Filled 


BAINBRIDGE, KIMPTON & HAUPT, INC. 


Wholesale Stationers, Distributors and Manufacturers 


218 GREENWICH ST. NEW YORK 8, N. Y. 


New York Sales and Display Room—z200 Fifth Ave. 
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FILE C 


EASY TO FILE—EASY TO FIND 


EVERYONE WANTS ONE! THE WELL-MADE EFFICIENT 
LITTLE CADDY IS JUST RIGHT FOR SORTING PAPERS, 
FILING CORRESPONDENCE, INVOICES, SHOP TICKETS, ETC. 
CAN BE PULLED UP ANYWHERE IT’S NEEDED, ROLLS OUT 
OF THE WAY WHEN NOT IN USE. $14.50. 

10% higher west of Rockies 


SEE AT STORES OR WRITE FOR CIRCULAR 


All steel finished in 
olive green, equipped 
with casters. 1314” 
wide, 18” deep, 27” 
high. Letter size. 
Shipped 2 to carton, 
knockdown. Easily as- 
sembled. 


sASY SWINGING 
FOLDERS 


Ee > 


25 sturdy red fibre folders 
with steel tops slide along 
the side rails. Folders re- 
main upright whether 
they’re empty or packed full. 
Insertable celluloid tabs; 
alphabetical inserts furn- 
ished or titles can be 


typed. 


AMBERG FILE & INDEX CO. | 


Filing Specialists Since 1868 
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copy for— 


HOUSE ORGANS + CHARTS * GRAPHS 
ADVERTISEMENTS + MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 


ADHERES INSTANTLY 

No poste, wax or glue. Spe- 
cial adhesive back makes 
each character adhere to your 
copy instantly. 


SUPERIMPOSE sores 
ON PHOTOGRAPH 
DRAWINGS 


The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 
directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 
transparent backgrounds per- 
mit perfect and easy align- 
ment of characters. 


BLACK LETTERS FOR 
LIGHT BACKGROUNDS 
Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters for use on 
black or dark backgrounds. 


DIRECTIONAL 
ARROWS—too! 
Small, medium and large 
Grrows with white outlines. 


67 west, 44th’ Studer: 


wRY Tats EASY NEW way 


Just place the letters in position on ,- 
yeur copy—they adhere themselves _ 
—and you have perfect reproduction © 


Has hundreds of uses! MAIL 
COUPON one 
TODAY! Comp 
Address 


@ Snap up your reproduction copy for offset and en rav- 
ings this quick, economical way. Set your own ings 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing your copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimposed on photographs or artwork and used in 
countless other ways to give you good typography and 
low-cost reproduction copy. 


ONLY 75c per sheet 
Write for descriptive folder and type chart 


"its A RGAE Se A Ee a Ae OP 


ARTHUR BROWN & Syne. 
67 West 44th Str 
New York 18, N. 7 


Send me descriptive folder on Presto-type. 


OM&E 9-46 


City & State 


New Cork: 18, WN. ¥a 
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The proof of the carbon paper 
is in the punching 


To most P.A.’s, all carbon paper must 
look alike. But there’s a vast difference — 
that can best be proved by actual use. 

Especially today, when prices are up and 
quality counts more than ever, F. S. Webster 
challenges comparison with any other line. 
Tell us your needs, and we'll provide sam- 
ples at our expense. Then you be the judge. 


F.S. Webster Company makes a complete 


line of carbon papers (including the famous 
Micrometric) and typewriter ribbons; dupli- 
cating carbon papers and accessories; carbon 
paper ribbons for photo-offset work; ribbons 
and carbons for Elliott-Fisher, Addressing, 
Adding and International Business Machines. 

Consult your nearest dealer or write to 
F. S. Webster Company, 9 Amherst Street, 
Cambridge 42, Massachusetts. 


WEBSTER’S 


Micrometric Carbon Papers 
and Typewriter Ribbons 
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GUESS 


HOW MANY CHECKS 
ON THIS ROLL* 


\ “— 
(Weor~ >) 
im er 


4,000? HERE’S A HINT: 
Ernest Eagle wrote all these checks 
with just one VERITHIN point. 


HERE’S ANOTHER HINT: 
A patented Eagle process interweaves 
VERITHIN's lead with thousands of 
microscopic fibres to make it so flexible 
it takes a perfect point in any sharpener .. 
so strong it holds that point under pressure... 


STRO 


oe so durable it writes and writes and WRITES! 
734 White AND, WHILE YOU’RE THINKING, 


734%, Light Grey 
735 Canary Yellow 
735% Lemon Yellow 
736 Yellow Ochre 
7364 Orange Ochre 
737 Orange 

737% Sea Green 
738 Green 

738% Light Green 
739 Dark Green 
7394 Olive Green 
740 Ultramarine 
7402 Sky Blue 

741 Indigo Blue 
741% Azure Blue 

742 Violet 

742% Lavender 

743 Pink 

743% Rose 

744 Scarlet Red 
745 Carmine Red 
745\%4 Terra Cotta 
746 Sienna Brown 
746% Tuscan Red 
747 Block 

747% Dark Grey 

748 Red and Blue 
750 Vermilion 

75) Emerald Greer 


think of this! VERITHIN marks are insoluble 
... won’t smear under moist hands 
. won’t run in the rain! They protect 
your records against water damage! 
For colored pencil perfection, 
try VERITHIN today. 
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COLORED PENCILS ( AASB 
EAGLE PENCIL COMPANY, | t HY \- 
703 E. 13th St.,New York 9,N.Y..  // a 
Eagle Pencil Co. of Canada, Ltd., Toronto =\ al 
“Reg. U, S. om. 08. a ' 
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Rolling out 
<—ONE— 


of many 
good reasons 
why it pays 
to use 


VERITHIN 
Pencils! 


Wise Purchasing Agents 
check these points with 
Ernest Eagle: 


VERITHIN Saves 
Time. Stronger points 
mean less breakage 
and fewer trips,to_the 
sharpener. 


VERITHIN Saves 
Money. It outlasts 
cheaper pencils two- 
to-one. 


VERITHIN Saves 
Your Records. Its 
insoluble pigments 
can’t run under acci- 
dental wetting. 


VERITHIN 


The Better 
Colored Pencil! 


Try One Free, and See! 


15 
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ON HAS WON 


anteed to ’ 
Give pe 
Stapling satistaction’ 


Here's are 
al 
light welght, 


SOLD BY DEALERS EXCLUSIVELY 


Machines tor 


ACE FASTENER CORPORATION © 3415 NORTH ASHLAND AVENUE « CHICAGO 
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EDGAR 8B. JESSUP 
President & General Manager 
Marchant Calculating Machine Company 
“A business such as ours is keenly sen- 
sitive to changes affecting the nation’s — 
production and employment. The Weil 
Street Journal helps vs gauge important 
trends which determine the long range 
policies of this organization. We depend. 
on The Wall Street Journal daily for 
astute reporting of business news. ft is 
definitely not just a financial publication.” 


HEN a publication provides complete and 
up-to-the-minute coverage of all business 
news daily . . . it’s bought! 

When a publication provides accurate inter- 
pretation of trends in the making in industry and 
commerce ... it’s read! 

When a publication commands the attention 
of important executives in their offices at their 
points of purchase . . . ét sells! 


increos 


44 Broad Street 


se EO Se 


Rekice 


RARE, OR ai ah Sec IIe Lia chien. Sie 


More than any other group, Wall Street Journal 
readers are alert to the developments of industry 
which affect their own businesses, the products, 
services and ideas they sponsor and the markets 
for which they compete. 


Influence the thinking and planning of manage- 
ment with the advantages of your products. Do it 
through The Wail Street Journal, meeting place 
of America’s decision makers. 


The Only National Business Daily 
New York 4, N. Y. 
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There's no need to gamble about the benefits you 
can obtain from using the services of the M & V 
ANALYST. He will make a thorough study of all 
your typing work and check up on the ribbons and 
carbon paper you are using. After analyzing all 


your needs he will make definite recommendations 


DONT GUESS/ 
DONT GAMBLE/ 


—selecting the "right" carbon paper and the 
“right” ribbon for each basic job. You will bene- 
fit three ways because you will get—!. Better Let- 
ters. 2. Clearer Copies. 3. Lower Costs. Write 
us for the name of the M & V ANALYST nearest 


you, without obligation. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 
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PINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
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PLASTIC TRAY 


STEELMASTER'S world-famous Futura Grey Cash, 
Bond and Office Boxcs now come supplied with its 
MOLDMASTER Plastic Tray. MOLDMASTER Plas- 
tic Trays are made of improved phenolic plastic 
material in glossy black and has substantial 
strength. Greater coin-compartment capacity is 
provided. Ease and speed of handling of currency 
is achieved and a modern, harmonious and two- 
toned article of commerce is now offered to the 
trade by STEELMASTER, the world’s largest 
manufacturer of cash, bond and office boxes. 


CASH BOXES 


Futura CASH BOXES with Moldmaster TRAYS 


No. w | H D Weight FOUNY. 
F 30 10%, 4% 4 31/4 Ibs. | $3.00 
Fi4 10 3 4% 2 Ibs. $2.25 
F 10 10/4 2% MY, 2% Ibs. $2.35 
WITHOUT TRAYS 
F92 10%, 4% Ms 2%, Ibs. $2.00 
F 3 11" 3, 5\/, 134, Ibs. $1.75 
F 4 10 3 45, 1/2 Ibs. $1.50 
MOLDMASTER TRAYS Per Doren 
M1910 | For F92 or F10 $15.00 
M1914 | For F 4 Bond $12.00 


The right to limit quantities is reserved. 
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CARD CABINETS 


Futuna »« Standard 


SILVER GRAY SERIES OLIVE GREEN SERIES 


Available in FUTURA silver gray or standard olive 
green series, 16" deep, STEELMASTER Card 
Cabinets, Single and Double Drawers. 


These units are furnished with ASCO hook-up fea- 
ture and can be built to any height. When ordering, 
indicate “F' for FUTURA silver gray items or merely 
use stock number shown for standard olive green 
items. 


CARD CABINETS 


SINGLE DRAWERS 


No. | Card | Width | H D | Capacity shinng Wi. ROB NY. 
endl 3x5 O/. | 5% | 16" 1,500 5% Ibs. $3.00 

4% | 4x6 7/2 | 6%, | 16" 1,500 6% Ibs. 3.50 

38 | 5x8 W2 | 7% | 16") 1,500 8 Ibs. 4.50 
39 | 6x9 | 10%. | BY | 16" 1,500 12/2 Ibs. 7.00 


DOUBLE DRAWERS 


Approx. List Price 
Card | Width | H D |Capacity | Ship'g Wt. | F.O.B. N.Y. 
3x5 | 12% | 5% | 16"! 3,000 9% Ibs. $ 5.25 


No. 
ry 
“— 4x6 | 14/. | 6% | 16"| 3,000 | 1 Ibs. 6.00 
3582 
“" 


5x8 | 18% | 7% | 16"| 3,000 | 15% Ibs. 8.00 
6x9 | 20% | 8% | 16'| 3,000 | 21% Ibs. 10.00 
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Modern! 


New! 


PLASTIC 
DESK TRAY 


The ASCO Woldmaster "Rotarian" desk tray will accommodate letter and legal 
size correspondence and papers. 


The "Rotarian" is made of plastic (phenolic) and its rotary-swivel action doubles 
the work of ordinary trays. 


The "Rotarian" is furnished with two rubber bumpers and four plastic bumpers to 
prevent desk marring. It is furnished in a soft, pleasing walnut color to harmonize 
with office surroundings. 


de 


ar 


It is packaged in sets of two trays (including bracket and post) in an individual 
carton and then is master packaged in a master carton of six sets. 


Item Width Depth Hght. | Carton Shipping Wt.| List Price 


“Rotarian” $4.95 
| per set* 


Desk Tray Set 8%" 13%" = 5 Ibs. 


*Set is composed of two trays, post and bracket. 
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300 EAST 145TH STREET + +~— ~NEW YORK 51,N.Y. 
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7 Pack 


DUPLICATOR 


fii: 


Anyone who has need for 50 to 75 copies of anything written, 

typed or drawn will find many profitable uses for this value~ 
_ packed duplicator outfit. Business needs it for quickly produc- 
ing copies of bulletins, price lists, etc., restaurants for menus, 
dubs for notices, schools for the many duplicating jobs they de. 
Dorably constructed of heavy gauge metal with a printing surface 
@ 8% x 13 in. Weighs only four pounds and is very portable. 
|" Mietion-cup feet hold it firmly to any smooth surface leaving both 


Method of feeding, changeable gelatin films, reproduces up to 
Baht colors at one time. A truly outstanding duplicator value. 


Green, Red), Bottle of Hektograph Ink, 3 Sheets Hektograph 
meen Paper, 2 oz. tube of Hekto Ink Remover and Sponge. 
ummene weight, 6 Ibe ; 


THE NEW IMPROVED 


EFFICIENCY 


Wands free to operate. Features remarkably fast and accurate 


SMS COmpPLETe With THESE SUPPLIES . . . 2 dunior Efficiuncy 
sald Film Cover, 1 Smoother, 4 Hektograph Pencils (Purple, 
~@ 


ee new evinciele 
of feeding and str Ee 
pi allows you 

make copies, more 
than twice as fast as 
on old-style machines. 


SUCTION-CUP 

. FEET 
The. Junior. Efficiency 
is light and portable, 

+ these feet clamp 
it firmly to any 
smcoth surface leav- 
ing both hands free 
to operate. 


ALL METAL 
CONSTRUCTION 


Solidly constructed of . 
heavy gauge metal 
finished in rust-proof 


. paint, The Junior Effi- 


ciency assures lo 
life service and satis- 


~ faction. 


CHANGEABLE 
3 FILMS 
Films can be chan 
in a, tew free 
several sets of copies 
tun. in one day. Ea 
film makes 20 to .2 

f «i harp 
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DOUBLE BEVELED INSIDE EDGES 


THICKER CLEARER PLASTIC 


FLAT SURFACES 


NORMAL SUPPLIES ROUNDED CORNERS 
BACK... 


Oakville dealers are once more in a position 


to supply you with normal amounts of 
fastening devices to meet your office needs. 


Now—as before the war—you'll find pro- 
"ducts of the famous Yellow Box Line — 
Pins, Clips, Fasteners, Thumb Tacks and 
related Office Supplies—MADE RIGHT; 
PACKAGED RIGHT & PRICED RIGHT. 


LOOK AT THESE IMPROVEMENTS! 
STURDI E'R — Made of .110” thick crystal 


clear plastic. 


HAN DIER — inside beveled edges allow you 
to pick up triangle by finger tips anywhere in center 
section . .... . Beveled edges also allow ink ruling 
in center section without smudging. Newer, more precise 
manufacturing methods result in true edges, flat surfaces. 


SAFER — Rounded points do not penetrate 
tracing paper or cut your hands. Non-inflammable. 


The Home of the Famous Yellow Box Line 


Tnese features bring you the SUPER Triangle ot 


NO INCREASE IN COST. SEE THEM — COMPARE 
ap A bh V i i i E THEM. You'll be convinced of their superiotity. 


e * 
Cc OMPANY 3 See us at the National Statiom 
‘ Convention, Palmer House, Chica 


Booth C-4, Sept. 30 to Oct, + 


Division of Scovill Manufacturing Company 
Waterbury 86, Connecticut 


NEW YORK + CHICAGO + BOSTON SAN 
. FRANCISCO 
In Canada: BROWN BROS., LTD., TORONTO 1 


24 OFFICE MANAGEMENT AND EQUIPMENT 
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This concealed 
safe unit is a patented 
Invincible EXCLUSIVE! 


*e YOUR 
PERSONAL 
FILE 


your like the advantages of having this 

concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 
keep in private. 


Call your Invincible dealer today and ask 


> him for details, or, stop at his store and see 
. this exclusive patented Invincible feature. 
TS! Your office needs this personal file. 
crystal 
INVINCIBLE METAL FURNITURE CO. 
a MANITOWOC, WISCONSIN 
n center 
k ruling 
surfoces. 
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NORMAL SUPPLIES 
BACK... 


Oakville dealers are once more in a position 
to supply you with normal amounts of 
fastening devices to meet your office needs. 


Now—as before the war—you'll find pro- 
ducts of the famous Yellow Box Line — 
Pins, Clips, Fasteners, Thumb Tacks and 
related Office Supplies—MADE RIGHT; 
PACKAGED RIGHT & PRICED RIGHT. 


The Home of the Famous Yellow Box Line 


OAKVILLE 


COMPANY 


Division of Scovill Manufacturing Company 
Waterbury 86, Connecticut 


NEW YORK + CHICAGO - BOSTON + SAN FRANCISCO 
In Canada: BROWN BROS., LTD., TORONTO 1 
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THICKER CLEARER PLASTIC = \; 


FLAT SURFACES 


ROUNDED CORNERS 


LOOK AT THESE IMPROVEMENTS! 
STURDIE'R — Made of .110” thick crystol 


clear plastic. 


HANDIER — Inside beveled edges allow you 
to pick up triangle by finger tips anywhere in center 
section . .... . Beveled edges also allow ink ruling 
in center section without smudging. Newer, more precise 
manufacturing methods result in true edges, flat surfaces. 


SAFER — Rounded points do not penetrate 
tracing paper or cut your hands. Non-inflammable. 


These features bring you the SUPER Triangle at 
NO INCREASE IN COST. SEE THEM — COMPARE 
THEM. You'll be convinced of their superiority. 


See us at the National Stationer's 
Convention, Palmer House, Chicago, 
Booth C-4, Sept. 30 to Oct. % 


fide WELLE | 
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This concealed 
safe unit is o patented 
Invincible EXCLUSIVE! 


PERSONAL 
FILE 


You'tt like the advantages of having this 

concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 
keep in private. © 


Call your Invincible dealer today and ask 
| him for details, or, stop at his store and see 
agles this exclusive patented Invincible feature. 

Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 
a MANITOWOC, WISCONSIN 


Stationer's 
" — 
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Ya new addition to 
the Tri-Par quality line 


THE 


ALL STEEL 
OFFICE TABLE 


@ Baked enamel finish 


@ Matching two-tone brown or gray 


@ Snagproof . . . Clatterproof 
No. 1730 


“"1aee 


@ Quality built through-out 
@ Welded reinforced Top 


No. 1515 


‘% inch table top, noiseless. piers Prey for : 
atyle, comfort, efficiency. i inch tube legs; ty inch : 


ALL PURPOSE OFFICE 
MACHINE STAND 


Another fast selling, all steel, office machine stand. 
Has ample legroom; free rolling casters. Heavy 
gauge; rolled edges. Top has adjustable channels 
to hold machine. Two drop leaves, 7 x 15 inches; 
baked enamel walnut finish. Open 15 x 31 x 264 
inches high. Shipped 2 to a carton. S. U. Weight 
16 pounds per table. F. O. B. Chicago. 


Geoshius Sehlen aad itty Goode be Gite as tens ce 
—— ——— a 
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another fast mover © 
in the quality Maso liné 


:; THE NEW MODEL 
Srreamliner 
UTILITY 
STAND 


@ Hard-tempered Masonite Top 

@ All Steel Tubing 

@ Precision Built; Quality Materials 
No. 1620 @ Ample Leg-room 


@ Easy Portability 


Every office a prospect 
Heavy-duty, sturdy, steel stand with a dozen uses. No. 1418 
Beautiful walnut finish. Legs 1 inch tube steel, _ 
+ snagproof, clatterproof, Open size 16 x 38 x 27 | 
inches high; closed 16 x 20 x 27 inches. Two _ 
drop leaves. New quicker assembly. Shipping _ 
weighit 23 pounds K. D., F. O. B. Chicago. Imme- . ¥%”" WOOD TOP UTILITY STAND 
diate Delivery. For prices, catalog, write today. _ 


Superior quality, scientifically designed 
for greater efficiency. Tube steel legs, free 


. at the show <6 « Bes oe lity line of e rolling casters, patented drop-leaf arms. 


leer and utili hs tow offices and i onthe Warpproof wood top; finish, natural or 


ee yalnut. Open, 141; x 36 x 27 inches high. 
Palmer Hoase, 6th Floor, Septentber 30 to October 4, 1946. | pay stadia g 
= 3 feee ™ = Ship. Wet. 21 Ibs. K. D., F. O. B. Chicago. 


MASO STEEL PRODUCTS (32.20"oN5: 
cpg aso “<a THE BETTER ONE yee cee 
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Extra strong! Sturdy 6-post 
frame, rigid cross-bracing, 


full-opening drawers. ' he C re] bid ae oO ti 


In the ball park and in business, experience 
and skill are the essentials of leadership and | 
peak performance. And A-S-E engineers have 
behind them more than 34 years of experience 
in the precision fabrication of steel products. 
I'll pay you to get acquainted with All-Steel- 
Equip Files. Note the heavyweight steel con- 
struction, the smooth-action drawers, the extra 
Torque plate reinforcement filing capacity, the many other improved fea- 


under each drawer shelf. tures. It’s the dependable line, the quality line! 
Rigid frame construction! 


ALSO 2,3 OR 
5-DRAWER SIZES 
We also manufacture a 
complete line of steel 
storage and wardrobe 
cabinets. 


Drawer fronts are flanged Lasting, chip-proof finish. i 


back and welded to bottom Hardware of genuine bronze, 


—providing extra strength! beautifully designed. [ 4 ALL-STEEL-EQUIP FILES 


See us in Sample Room 636— ¥ = 
National Stationers’ Convention ae i 


Z ALL-STEEL EQUIPMENT, INC. ANE 


300 Cleveland Avenue, Aurora, Illinois 
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Yes ... we say "families" because 
we have several .. . a few are 

listed at the right. 

Naturally, they are all related— 
all stem from the same 

Quality Park ancestry. 


During the war, of course, some of 


these families were slightly depleted . . . 
a temporary situation, however. 

Yes ... we're mighty proud of our 
families—all of them. And— 

we will admit (with a modest blush, 

of course) that—well, as Winchell might 


say—we are "infanticipating.” 


The stork is waiting for stock. 


You'll find Quality Park Envelopes 


to meet your unusual as well as 


usual needs. Ask your dealer. 


QUALITY PARK ENVELOP = . 

wont uality ark 
General Office and Factory, Quality Park, St. Paul 4, Minn. Products 
* Chicago Office and Warehouse, 564 W. Monroe St., Chicago 6, Ill. 
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KEE LOX 


Demonstrated at 


Booth — New York Business Show 


THE GREATEST INVENTION 
TO AID 
OFFICE EFFICIENCY 
PLUS ECONOMY of TIME and COST 


IN 40 YEARS 


on Pr 
DO ° 
_— Pirie 
TOUCH CARBON PAPER DISPENSING 
CARBON AND COLLATING DEVICE * 
COATING eronrse asonaunc iis 
i contre WITH THE 
AUTOMATIC ALTERNATION 
TIME 
SAVES YOUR VALUABLE TIME TIMES 
DOUBLES THE LIFE OF YOUR CARBON 
Ket lox, Sitson rare '# vst 
POSITIVELY NECESSARY I N 
AN Y OFFICE W HERE CARBON 
P A PER 1s US E D 


WRITE or PHONE to any of the following offices for demonstration 


KEE LOX sweeun's 


Rochester 1, N. Y., U. S. A. 


DOMESTIC BRANCHES: Atlanta, Baltimore, Birmingham, 
Boston, Chicago, Cincinnati, Cleveland, Dallas, Denver, 
Detroit, Houston, Indianapolis, Jacksonville, Kansas City, 


Los Angeles, Louisville, Memphis, Milwaukee, Minneapolis, 


New Orleans, New York, Omaha, Philadelphia, Pittsburgh, 
Portland (Oregon), Rochester (N. Y.), St. Louis, Salt Lake 
City, San Francisco, Seattle, Toledo, Tulsa. 


FOREIGN BRANCHES: Buenos Aires, Cordoba; Rosario, 
Tucuman, Argentine; Adelaide, Brisbane, Melbourne, Perth, 
Sydney, Australia; Havana, Cuba. Carbon Paper Supply Co., 
London, Birmingham, Edinburgh, Glasgow, Manchester, New- 
castle, Leeds, Leicester, Liverpool, England; and Belfast, 
Ireland. Export Dept., Rochester 1, N. Y., U. S. A. Cable 
Address: “Keelox Rochesterny.” 
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ROCKWELL-BARNES COMPANY 


SPECIALISTS TO THE STATIONER SINCE 1903 


35 EAST WACKER DRIVE - CHICAGO 1, ILL 


OFFICE MANAGEMENT AND EQUIPMENT September, 194 


oe beat. ter 
ie d ie |) 
ie a ¢ a se. o 
me us ee ee a a. gee a a - 
es oe! ee Bis oes oe 
i a 9 i) re gee Biter c cme Ec. ice Z z, Mi 
oe i a ee ae ee i oe es ae eee tp! u 
4 j r oo a od : ee aa a a ol ae ay 
ss Se sas Sy oad - : ie) a -_ ee ds es OE SS i 
ee ae : mn i ce. ie ae as. ieee 
eee . es 
ie ae 
a 
b= a : 
mer » 
a ee - 
ae ee — _ ete ee 
he ae ieee ee 
am a P ee So oi 
te a y be “ #S r eee et 
yi ea? ce I ope aes aa : 
a ey: o F . 7 : 
ee ae : By 2 Se 
ine i: eT * een pte 
Ee 5 seal oe E tts: 
es | eid en a 
et =e * my -e re aes 
te oe na ve an 
ee ake rite _ = : . 
oi eae Dee B et ee wre 
ge Bont) : ‘he _ a ay 
ae : tap Sees = 4 ae - : 
sn uss, oa se ri a fi ae 4 ee 4 
i 8 a tn ees a ae vy, ge vy 
ries wn wt 40 awete ty, ~ — * = : ; Lis if ie 
re ae a ee ee solid 2 oe De e ae ie ys a 
a pe fe ns c a : ae ; F ae P ee : 
ae y 4a cae ie, a ae é ‘ i ae 
as ; foie | ie ee + ae dk am “ r ie cle 
ota, Fi (: gts Ne ? ‘ ‘Shari , 
eso et | ba ee he = Sena x 
=e i ee Beebe Se * 44 \ a epee 4 
: es Si ioe ec ee ! : 
‘ie eae et ee Lol et a a mee 2 9 
Ee Se eu: ooo ee aT ae ee . lags pe 
ie ae ae rre nihil i - ae : ee 
fe Se ; ‘ i ne ae = ae : re 
Li ee co ee mm ‘ 
re acs ae, |) Gees te td ers ess 
roca ok i a : en — ‘ ’ ee ‘ 
es as aoe | . aoe Bry ora Re : on 
en ae os a, oy eh | / a oo 
i. 7 — Sabi Gee ‘pe ete =, pe: ae ef, 
ua a Pe ta: ba eee Pee Sr op > a 
= a here ans ee a oo 
vee laa OR! * eae oe es Res ae P 
ph tthe, aS i ta 2 
ae 5 he DS. 1 re - 
cers =o}: ahem yee ee ae 
ae a iz ager ee ae a P 
Ee ale ae 
Sah, a 
eae near! 
aa: 
oh ann 
ue es Sm 
i Ee, - —ammemeammtate 
ieee * ae eo 
2s =a 
en. x = lil a Sane fs 
- a Sila a 
ee Tees ae 
a metasn. 7 a ee 
a BS Be es 6 ts ee 
: a pie hi ee ae 
E : Pat ee oie Oates 4, eC 
ee: a oo  ——- is meer 
een Se 
i oe a -_— —— 
ioe iin a ’ a? 
Beier es Vd oA -— a 
ae ae a 
hay aaner o3 ede  * pe oe 
he eee Sey Se are eee 
i cae é ee A SE 
Ca a. an 
Sa | .. i 
oi ' ey iS See ee: 
aan o ; a PFS ta 
8 E : S pr ae at 
‘an ue) nce Ten 
ee — “ . - ene a ¥ 
oc ma a fugit 
= aa GT RMS he 
; = ae} ; ee Ss and 
Ce Po: |e ae ns 
. A } > ae ene a 
eon ae py: ee a: ees eee é 
4 Nae Bs aa oe bad WE Big re ge " 
By ah BD St es ae a. « 
Fae Uae ee ‘ tg ee eres 
< fean oe) sa ie te ae 
aoe aa eu ae 
ee Res 
ee 
Mie ce). My 
Ea ae 
Ae re 
Ba cee 
Bie ae 
ok oa > - 
Ra) eee Bes | R 33 Be : 
a, ee 35, A : 
> aa 2 : -: “e ae Be - 
a Pet a aa) beh, 6 a 
a 2 - a ee! *# : a Tee ——— 
x a ee ae | OG 3 d = : : 
es a ei Th eS ee alll 
a ou A phoma | os - 
—a— . Hees ) te eee 
= ee. a ai RN = 5 “" wa aa 2a 3 4 
a = a — ne 
a 3 i * a es 
oe ma: 7 : > ot Nan i 
a | a ot as ee 
— ra = £ We ae. 
es. cold a sie ji ee ae 
ie F ieee : a ae 
ie Rue q ‘ Ce : Ane aes a) 
j i i oe Cie ee, 
Se ni : se! ate tees 
Pos a4 ee ee 4 
a } 
ce 
ovine 
pore ; 

} eke eNO Ie Dee eer y RETO TOT EDEMS (COUNT Ne Na Ee. RT Oe A OT Oe OSS ne TM Ng BE 
a 5 ; 
i= " | 

i ee ; 
ee 
© ae eae ‘ 
ous —. > 2 | 
- he 2: lee - a eo a 
es. 3s ae oon SS PimemeS ee 
a ae oo Be i ee pi ee i ae Z oe 
= ea : coe eee a a a 
+) oe ae oe 7 GENS sg Foo te as 
- a oe oe ei ee eg 
ows eS en bea 


rt Co ‘Ae oe 
- . e 


Ne ae a a / 
Po oe “a ~~ : 


*Reg. U.S. Pat. Off. Pats. Applied For 


September, 1946 


OFFICE MANAGEMENT AND EQUIPMENT 


® Rock-a-File, the only truly mod- 
ern filing cabinet, is now a nation- 
ally advertised product! Millions 
will see it advertised in Time, Ro- 
tarian and other leading publica- 
tions. Millions will learn that there 
is now a modern way to file—the 
Rock-a-File way. 

Why not put the many exclusive 
advantages of Rock-a-File’s revo- 
lutionary side-filing development — 
“rocking”? compartments—to work 
in your offices right now? They are 
mighty important advantages to 
you... here they are: 
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for your important 
BUSINESS RECORDS 


in the circle of 


VICTOR 
PRODUCTS 


ROTARY 
TUBE STAND 


soox visie WN 


USTING INDEX 
DESK STAND 


Engineered for the need, Victor products reflect over 
half a century of experience combined with proven, 
modern developments .. . you will find speedy, efficient there 2 one 


methods, quality equipment with many exclusive features MEN YOu 
in the WICTOR line. 


THE VICTOR SAFE & EQUIPMENT CO. INC. 
NORTH TONAWANDA, NEW YORK 
OFFICE MANAGEMENT AND EQUIPMENT 
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DEPENDABLE PENS and PENCILS 


In theatrical jargon, you'd call the 
Stratford Rengency “a hit.” And that it is! 
Stratford’s newest dependable performer 
has everything. streamlined beauty, 
smooth-writing action, and lots of good, 
sound value for a dollar. 


The Stratford Regency has a rich, wider 
band and convenient recessed clip. And 
it has a remarkable capacity for ink—a 
flick of the thumb, and it’s filled. Avail- 
able in luxurious duotones or solid 
colors. 


< 


STRATFORD PEN CORP., SALZ BUILDING, NEW YORK 1, N.Y. 
“STRATFORD” and “REGENCY”— Reg. U.S. Pat. Off. ...DESIGN PAT. 140026 
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' USER SATISFACTI 
SALES APPEAL 


ce 
See 


In spite of present day uncertainties . . . One 


thing is sure . . . you can't beat that experience of 

more than three-quarters of a century! For just that 

long users have found that through troublesome times 

or tranquil . . . the Feldco Line of regular and zipper ring 

binders is a good dependable line for .. . sales appeal . . . 
"and user satisfaction. 

The name of Feldco has always been synonymous with the latest 

developments in the zipper and regular ring binder field . . Vinyl-Tex, 

our latest offering to the trade, has already proved its durability, beauty 

and utility to users who have deluged us with repeat orders. Material 

shortages, still being with us, retard our volume production on this fast-selling 

profitable item. However, we are endeavoring to overcome this handicap and hope 
soon to be in a more advantageous position to supply your requirements. 
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Speed-O-Scope $29.50 


Write for beautiful Full-color illustrated catalog 


Prices slightly higher West of Rockies 
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here is an Unconditionally 
Guaranteed SPEED-O-PRINT 


product for every duplicating need 


Beautifully packaged Quality products to give the ulmost satisfaction 
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Tuis is the file which has helped many 
concerns out of a tight spot during reconver- 
sion months—for we did do a better-than-usual 
job of making this 4-drawer file available to 
our dealers—it is being improved and further 
perfected right now, together with the many 
new products which are actually in the tooling 
stage. 

When raw materials permit, you will find 
Security ready t ne lete and out- 


standing Mine — office furniture. 


$ 


DO WE HAVE YOUR NAME te: : 
ON OUR MAILING LIST— — So 


We should like to send you current 
bulletins on new developments. 


SECURITY STEEL EQUIPMENT CORPORATION - AVENEL - 
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*Reg. U. S. Pat. Off. 


The most important development in filing 


since the invention of file folders 


made only by 


OXFORD FILING SUPPLY CO., INC. 
Brooklyn St. Louis 


OFFICE MANAGEMENT AND EQUIPMENT September, 1946 


a -- oe ae oe 6 EE i a a co. <a 
“a if iy: a ee i oo... Sa eae " ; : : : x 
ae : = 
4'@ Ov 
pe eee 
|. a US te On 
a - 
Dae 7 ee 
rs * 
ce . _ i , 
i 
<7) —— i | | 
ee — a: 
—— cell SE 4 
: ae Se Je x = : 
a Ri eer Od H , 
| t : Mig 4 RS al ; te . —— 
se me 
*§ , 
a aan ™ 
. | - | 
a \ders ND, 
- to AF | 
2 maine Sc = loa : 
-. @ BG ond a ens 5 Upp) .ts~ 
a - | Sh : a. —. a lyr, 
= ae a | i “4 > 
Cae ; .y AS <a * dh Bhi itty : be Size, mo 
* . 4 sae AS Wy oe i, ‘wie - & 
i r- 4 : ie, a \\ MS e a oe N iw . p - 
a a 4 
ie Ba 4 
—— 3 
eee Be 
aa ic ] 
_ 
a 
:. a f ee. 
3, an 
i aaa 
Pe 
4 : a a s bd A TT A eS RRR I TA ARES SNR NR 
oe 
a | 
ee 
i 4 4 = e 6 oe a oe.” i. a a spo. ee ah a ele Bs ee: ~ Ei peso - oe 9 a 4 : vers cE 2 bs a 


1946 


New business planning means new ideas in office furnishing 
...color harmony is the keynote...with simplicity and economy 
as important contributing factors. @ The color-harmonized, 
complete unit sale...made possible by the famous “Y and E” 


Neutra-Tone Gray finish, meets today’s exacting needs. 


AWMAN AND ERBE MEG. €O., 1045 Jay Street, Rochester 3, N. Y. 


The Franchise that means Quality Merchandise 
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YOUR OFFICE FURNITURE DEALER PREVIEW TOMORROW'S STARTLING NEW OFFICE 
FURNITURE AT THE NATIONAL STATIONERS CONVENTION. HEIS ALWAYS EAGER TO 
EXPLAIN HOW THE WOOD OFFICE FURNITURE INSTITUTE'S PROGRAM OF PROGRESS 
AND PROMOTION WILL BENEFIT YOU. 
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. DESK AND THESE MARVELS 


CHAIR OF THE FUTURE AT THE OF EFFICIENCY AND COM- 


NATIONAL STATIONERS CONVENTION &» FORT “SPEAK FOR THEMSELVES’” 


) .’ 
ME Mopviy, Ww 


YOU will get a glimpse of features to come in smart, modern wood desks and 
chairs when you visit the exhibit of the Wood Office Furniture Institute at the 
National Stationers Convention at Chicago September 30th to October 3rd. 
YOU will actually see and hear the “wonder desk of the future.” It will prove 
to be an eye-opening revelation . . . this “wonder desk” will speak for itself. 
YOU will see demonstrated revolutionary new, time and labor saving con- 
veniences; new, long-desired comfort features; new, efficiency marvels... 
pace-setting innovations -all that will meet the most critical demands of 
tomorrow's stepped up business tempo. 

BUT, of course, the “wonder desk and chair” is for Tomorrow... 
YOU will be equally impressed by the fine desks and chairs which will be 
rushed to fill your long-standing orders just as soon as production and 
material jams are eased. For these fine office furnishings introduce 
graceful streamlined lines, dramatic new colors and finishes, and 
important functional improvements which spell new ease, convenience 

. and efficiency. 
DON'T miss this glimpse into Tomorrow. Visit the Wood Office Furni- 
ture Institute’s “wonder desk and chair exhibit” at Section W3 and 
W4—learn about the great new wood office equipment which will 


soon speed a great revival in office modernization in the days ahead. 
a 
PROGRESS OD 


JASPER DESK COMPANY 


Jasper, Indiana 


JASPER OFFICE FURNITURE CO. 


Jasper, Indiana 


WOOD OFFICE FURNITURE INSTITUTE © AMERICAN SECURITY BUILDING © WASHINGTON 5, D. C. 


PULLING TOGETHER FOR INDUSTRY 


ALMA DESK COMPANY 
High Point, N. C. 


CENTRAL DESK MFG. COMPANY 


Chicago, Illinois 


CLEMCO DESK MFG. COMPANY 


JASPER SEATING COMPANY 
Chicago, !llinois Jasper, Indiana 

v CIAL FURNITURE COMPANY LEOPOLD COMPANY 
Chicago, Illinois 


Burlington, lowa 


OFFICE FURNITURE [] MURPHY CHAIR COMPANY 


Owensboro, Kentucky 


INSTITUTE } MYRTLE DESK COMPANY 
High Point, N.C. 


TEN-DUNTON DESK COMPANY 
Cambridge, .Mass 
GUNN FURNITURE COMPANY 
Grand Rapids, Mich 


HIGH POINT BEDDING & CHAIR CO. NEW INDIANA CHAIR COMPANY 
HOOSIER DESK COMPANY INDIANA DESK COMPANY - ©. C. S. OLSEN COMPANY 

Jasper, Indiana JASPER CHAIR co Chicago, Illinois 

PERIAL DESK COMPANY locos, to MPANY / WELLS FU MFG. COMPANY 


Laurel, Mississippi 
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Cot 5 are Cot 


FOR LITTLE GIRLS 
but not for 


CARBON PAPER 


That's why good typists choose 
KEEN-RITE and SUPER-TREATED 


Both the popularly priced KEEN-RITE and the de 
luxe SUPER-TREATED brand are made by a special 
process to prevent curling and smudging. Every typist 
can now get clearer, cleaner copies along with max- 
imum wear. No more unsightly erasures and no more 
soiled hands from handling. 


| Code MANUFACTURING ro 


onal South Franklin St., — Lee _ a 
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Greater filing efficiency — always a feature of Browne- 
Morse Steel Files — is never more evident than in the 
new and improved files which today offer greater 
values than any other file on the market. 


Free, easy drawer action is a major reason why Browne-Morse 
Files lighten the filing job. Drawers slide smoothly on newly 
designed extension slides equipped with eight heavy duty 
rollers and two floating rollers per drawer. This ingenious 
combination of rollers insures smooth drawer action, free from 
binding. The solid one-piece construction slide supports the 
heaviest load with ease. 


These are just a few of the many features which make Browne- 
Morse Files the “Buy” for any business office. Back of their 
construction lies over 38 years of experience in manufacturing 
better steel filing equipment, desks and filing supplies. Write 
now for full facts. 


Architects of Efficiency 


for America’s Office Browne-Morse 
FILE FACTS 
Get the quick facts on 
8 M Browne-Morse Steel F a P 
write for Bulletin 5000. Lists features 
r 0 Ww n e on 0 r $ e and specifications plus a complete table 
of sizes. 
MUSKEGON MICHIGAN 
POR OVER 37 YEARS, MANUFACTURERS OF HIGH QUALITY FILES, DESKS, 
fake a 77S SMe ee % RADA = tl ¥- J a ak be 
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“SCRIPTO PENCILS 
MEET MY UNUSUAL 


REQUIREMENTS” 


BEATRICE DAL NEGRO 
Secretary to Hector Chevigny, one 
of radio’s busiest writers despite 
the loss of his sight; author of 
“My Eyes Have a Cold Nose” and 
“The Angels Look Upward.” 


Miss Dal Negro must be ready to write 
when Mr. Chevigny starts dictating. No 
time to sharpen a pencil or replace a 
lead. So, naturally she depends on Scripto 


Mechanical Pencils. 
And Scripto performance meets the 
unusual requirements of her job—just as 


that performance meets the requirements 


of every job. Why not enjoy the same 
dependability in your office with Scripto 
Pencils, Leads, and Erasers? Your office 
supply dealer can help you determine 
how to meet your needs with economy 
and efficiency. 


Scripto MANUFACTURING Co., ATLANTA, Ga. 


W orld’s largest producer of mechanical pencils 


Scripto long-lead pencils 
for every office use 


Scripto erasers 
take 5 seconds to replace 
—make a clean sweep of mistakes 


Scripto standard 
(.046”) diameter 
leads come in 10 
degrees of black 
and 17 colors 
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To EVERY 
USER OF A 


STENCIL 4 
DUPLICATOR 


OR PUReeer ains 


Test this new Niagara cellulose stencil!* You'll find it cleaner- 
cutting on either typing or stylus signatures . . . easier to cor- 
rect ...non-clogging in the typewriter . . . stronger and better 
for long runs (up to 20,000)... less expensive. 

It was developed after months of research and wide- 
spread actual field tests by the organization which builds 
the famous Niagara Duplicating Machine—world’s fastest 
duplicator. 

Learn what this improved stencil can save you in time and 
money. Send today for free samples. 


ALSO MADE BY NIAGARA 


@ Inks: Black A, Black Budget and other inks in every color, designed for high- 
speed stencil work. Equally good on ordinary duplicators. 
@ Ink Pads 
@ Correction Fluid 
@ Styli & Lettering Guides 
@ Type Cleaner & Brushes 
. . and everything you need to get the best out of your duplicating machine. 


: . : rym 
ERFECT NIA 
. i \ 
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cavete 
{ NIAGARA 
\\ INK / DRYING \ 
\ GRADE y | NIAGARA 
\ y, 4 1} 
SS \\ GRADE } 
— BLACK | 
I stewen ouecrce™ ORR 


= 


——_ oT stewene puruicat” 


— 


= 


*Wei'll tell you how to run a comparative 
test on stencils. 


NIAGARA DUPLICATOR CO. 
128 Main St., San Francisco 5, Calif. 


Please have your local dealer call. [] 


Please mail me free sampies of Niagara 
stencils and other helpful information 
about stencil duplicating problems. ((] 
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MASO’S NEW SENSATIONAL 


“ADD-A-TRAY” 


All Steel 
Desk Tray 


e Stacks up to 10 High e Meets a Modern Demand 
e One Fits Over the Other 


SOLVES YOUR DESK-FILING PROBLEM 


Maso’s ADD-A-TRAY meets a long felt want for 


simplifying, organizing all desk work. Stack one over 


e No Bolts, Nuts, Screws 


the other up to 10 high. Provides separate compart- 
ment for every work classification. Gives finger-tip 


control of all desk work. 


Beautiful baked enamel finish, walnut, green or gray. 
Heavy guage metal; no sharp edges; make strong 
sturdy tiers that won't bend, wobble nor tip over, 
Letter size, 12” wide, 9” deep, 3” high. Add-A-Trays 


provide more working space for the busy desk 


STACKS UP TO 10 HIGH 


Specially designed flange permits each . ; 
tray to slide quickly, easily over the other | worker. Start easing your tasks by ordering your 
to form a rigid, attractive, firmly sup- 


ported tier of trays up to ten high. supply today. 


MASO STEEL PRODUCTS icici"2hc: 


 *. gas0 ines ire. oe lll 
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Tired of Buying 
NYLONS? 


The new Justrite double-cushioned 
Desk Protector prevents desks and 
chairs from becoming roughened by 
constant rubbing and bumping. 
Saves stockings, clothing. Protects 
wooden office furniture and length- 
ens its life and trade-in value. 


These smooth soft rubber strips fit 
snugly to the leg of the desk and 
other contact points — thus prevent- 
ing scuffing and splintering. Set con- 
sists of two 20-inch strips and brads 
for affixing. 


Ask your dealer today for the new- 
est, the finest, the most practical desk 
and chair protector on the market. 


Double-Cushion 
DESK PROTECTOR 
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Facts You Should Know , 


ABOUT DENNISON GUMMED LABELS 


Chances are you have been using Dennison Gummed 


Labels regularly in your office. 


They’re indispensable 


little items that folks have come to take pretty much 


for granted. 


However, there’s a story behind every 


Dennison Gummed Label—a story of research and 


experience. 


The questions and answers that follow 


explain why you can rest assured of getting the best 


when you specify Dennison Gummed Labels for your 
office. 


Q. 


What are the two most important elements of a 
gummed label? 


Paper and gumming. Both must perform in an 
effective manner. Dennison, as one of the foremost 
manufacturers of gummed paper and gummed labels, 
maintains the finest gumming laboratory and re- 
search facilities in the industry. The quality of 
both paper and gumming is being constantly im- 
proved. 


Does Dennison use a high-grade paper? 


Dennison Gummed Labels are made from an ex- 
ceptionally strong, extra white paper, free from dirt 
or specks. Because of its high tearing and bursting 
strength, it is able to withstand unusually rough 
treatment. Proper sizing and level finish make 
smooth writing or printing a simple matter. 


What about Dennison gumming? 


Generally speaking, there are two types—dextrine 
and animal glue. Dextrine is a light adhesive made 
from vegetable starches, and is ordinarily used on 
postage stamps. It is cheaper, but is satisfactory 
only for light adhesion to very smooth surfaces. 
Animal glue, on the other hand, is a strong adhesive 
made from hides and bones. All Dennison stock 
labels are gummed with the strongest and best 
quality animal glue, which has a quick tack and 
strong adhesion. 


Do Dennison Gummed Labels come in a wide va- 
riety of sizes? 


Yes. They vary from !4” in diameter up to 5” x 3”, 
and are packed in boxes, in bulk, in rolls, and in 
books. 


Where are Dennison Gummed Labels sold? 
Like the many other Dennison Handy Helpers for 


office use, Dennison Gummed Labels are on sale at 
leading stationery counters everywhere. 


Soi)” 


‘ i, Tabs, Air Mail Labels in con- 
) y venient pac’ ages, Address Labels, 
A yf! and Gummed Reinforcements are 


just a few of the many Dennison 
products for which we have a daily 
yo I don’t see how any modern 
office can afford to be without these 
Dennison handy helpers.” 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


oe 


Framingham, Massachusetts : 


Essential eneoe Supplies for HOME, SCHOOL, and OFFICE 
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Swivodex is the modern pen-set, the ultimate 
in writing efficiency—whether you choose 
Economy Model R-146 or the DeLuxe 
Swivodex Model R-346. Read below why 
the Swivodex pen-point is always clean and 
easy writing. Remember: ink can’t evapo- 
rate, spill or thicken—pen doesn’t rest in ink 
so it can’t corrode or collect sludge—pen is 
always fed exactly correct amount of ink 


SO SIMPLE TO FILL 


And SWIVODEX won't spill EVEN IF ACCI- 
DENTALLY TURNED UPSIDE DOWN. For 
the average writer, SWIVODEX needs refilling 
only two or three times a year (because the ink in 
it can’t evaporate). When necessary, refilling is 
clean, swift, simple. There’s no turning upside 
down, and you use any brand of ink you wish. All 
you do is unscrew the cap, remove the plunger and 
rubber diaphragm, pour the ink into the bottle 
(NEVER MORE THAN HALF FULL—see 
diagram). 


SO DEPENDABLE IN ACTION 


The diagram shows why Swivodex always per- 
forms perfectly. The ink is sealed in and is forced 
up to the pen by air pressure—therefore its action 
is never changed by climate or atmosphere—is 
always the same. And because the quantity of ink 
fed to the pen is always the same (controlled dip) 
there can be no flooding, no overloading of the pen, 
no ink on the pen staff, no soiling of fingers. Fi- 
nally, because the pen doesn’t rest in ink (it’s 
really suspended in air) it can’t corrode, can’t 
collect sludge; is always ready for smooth, clean, 
instantaneous writing. 


SVIVODER ne woo 


(no more finger soiling, either)-—filled with- 
out turning over—one filling lasts average 
writer 3 to 6 months. Model R 346-C, with 
chain attached, is ideal for bank and public 
use. Wideselection of easily replaceable points 
available at 50¢ each. In four smart colors 
— Ebony— Walnut—Burgundy—Ivory—to 
match AUTODEX. Also—an ideal good 
will gift. Names can be imprinted on the base. 


Why viroden is bellor 


PEN PUSHES 
PLUNGER DOWN, 
DISTENS RUBBER 
DIAPHRAGM 


RUBBER 
DIAPHRAGM 
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AUTODEX -- 


For efficiency put an Autodex at every worker's 
desk. In this handsome accessory he lists names, 
telephone numbers, other pertinent data. Then 
he sets the arrow, presses the button . . . and 
presto .. . there’s the data wanted. Large, sturdy 
pages leave plenty of room for easy-to-read 
writing (or may be removed for use in type 
writer); and refills are always available at abe. 

Durable, scratch-proof sheath in colors to 
match SWIVODEX— Ehsay—W alnut — Bur- 
gundy—lIvory. Perfect good will gift, too; names 
or emblems can be imprinted on hon 
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Have you ever made a test to find the best ink 
for your office? 

Try it... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr. 1946 by Tbe Parker Pen Company 


PARKER QU/NK 
Whe only ink conltining SULUX 
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Parker Quink with Solv-x! 


—=—=. RRL AES 


writing fluid that is ideal for every office use. 


Quink won't fade! Even after hundreds of : t 
hours in blazing sunlight, records written with - 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! . 


Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 
Full range of colors; 4 permanent,5 wash- 
able. At all good dealers and supply houses. 
The Parker Pen Company, Janesville. Wis- 
consin and Toronto, Canada. to 


- 
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FREE: 


Attractive, colorful booklet 
that shows-all, tells-all about 
Quink with solv-x. Filled with facts, photo- 
graphs, and testimonials . . . proof of Quink’s superi- 
ority. A handy selling aid you'll want to show your 
prospects! Write The Parker Pen Company, Dept. 
7, Janesville, Wisconsin . . . for your free copy today! 
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ITORIAL OFFICES: 260 Fifth Avenue, New York 
, (Tel. LExington 2-1121); Thomas Murphy, Editor; 
liam de R. Taaffe, Raffaela Pastore, Heskett Kim- 
ll Darby, Associate Editors; M. T. Weeks, Circula- 
Manager; James V. Quirk, Production Manager; 
ph Hochfeld, Art Director. 
VERTISING: Hugh Ward, Manager; Fred Stein- 
ber, Wm. H. Hasbrouck, Jr., Charles B. Rosengren, 
mes E. Neary, Jr., W. Richard Gursey. 


DSTON 10: 212 Summer St., Room 600 (Hancock 
5390), A. C. Kretschmar. 


HICAGO 2: 189 W. Madison St. (State 2912), John 


M. Smythe, Tom Bulger, Helen Treacy, Thomas 
R. Brady. 


DS ANGELES 14: 857 S. San Pedro (Trinity 2324), 
Josephine L. Fisher. 


a FRANCISCO 16: 267 Teresita Blvd. (Elkridge 
2897), Alexander Rattray. 


B Ewing Galloway, N. Y. 
T. LOUIS 1: 915 Olive Street (Chestnut 1965), James - 


R. Wright. Job or Opportunity? 
bscamion: $2 a year in United States end % EMPLOYERS, faced with shortages in office help and 
Sale O cde tee ne oe hak” increased pressure for higher pay, and employees, curious to 
see how necessary their line of work will be in the long-awaited 
- pnd 7. oo sae bee Oe “office of tomorrow,” will undoubtedly inspect the coming 
kes It & Where, The Gift & Art Buyer, Sports Age. National Business Show and other exhibits elsewhere to see 
= how the application of machines to office work is coming 

= along. 

CCA Notwithstanding the advances made or in immediate pros- 
pect, they are sure to find nothing to indicate that the office 
Senter <6 Gantntind Ghendaten halt worker is going to be any less important tomorrow than 
and National Business Papers Association he is today. There are fundamental differences between work 
in the office and work in the factory, where the machine domi- 
me ‘Ainyny’ nates, and the individual office worker is always going to be 
“ | BP more important than the individual factory worker in the 


ASSOCIATION 


organization of which he is a part. 

y Whatever its passing difficulties, the office is in a healthful 
Published monthly by state as long as large numbers of people continue to look on 

ANDREW GEYER. INC. office work as an opportunity rather than just a job, with 
ad 260 FIFTH AVENUE, NEW YORK 1 promotion open to the ambitious, intelligent, and industrious 
pt. A. Geyer, President: James E. Neary. to a far greater degree than in the factory. It is not in the 
ay! Vice-President: Donald McAllister, factory that the traditional office boy to president careers are 
—_ cond Vice-President: T. V. Murphy, Edi- made, but in the office, where the distinction between man and 


and Hugh Ward, Advertising Manager. machine is kept clear. 
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THE FUTURE BELONGS 
TO THOSE/WHO 
PREPARE FOR IT! 


...and Boorum & Pease is preparing for the future 
today! 


We were the first Loose-Leaf and Blank Book 
Manufacturers to recognize that a research labora- 
tory had an indispensable place in our industry! 


Today, our modern, air-conditioned laboratory is 
equipped with the most unique devices for testing 
and controlling paper, steel, inks, adhesives and the 
many raw materials that go into Boorum & Pease 
products! Our research department is headed by a 
chemical engineer who has had more than 25 years’ 
experience in the record-keeping industry! He and 
his able assistants are constantly developing and 
testing new products while improving the old. 


In the near future you will receive ample quanti- 
ties of the type of merchandise that created the en- 
vious reputation Boorum & Pease holds in the 
record-keeping industry! 


Manufacturers of Visible Equipment 
Loose-Leaf Covers and Forms Bound Books 
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So bse: 


SUPPORT THE U. S. O. 
Send Your Contributions Today! 
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GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. * NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK ! 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
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By Ewing Galloway, N. Y. 
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Offices Look to Business Show 


By Charles Waldron 


* THE National Business show ends its war- 
imposed five-year absence from the scene when 


it returns to Grand Central Palace, New York, 


September 30th to October 5th. 

Here will be exhibited and demonstrated a 
large number of new developments in office sys- 
tems, machines, and accessories indicative of 
what is to come as manufacture speeds up to 
normal levels. 

Concurrent with the exhibit will be a series of 
forums sponsored by the New York chapters of 
the National Office Management Association, the 
New York chapter of the National Association 


September, 1946 


of Cost Accountants, the Transcription Super- 
visors Association of New York, and the Filing 
Association of New York. This series of talks 
will constitute a comprehensive treatment of 
currently pertinent office management activities. 

The show period, which has been designated as 
“Office Week”, has for its slogan, “One Week to 
Make Up for the 5 Years Behind — One Week to 
Get Set for the Year Ahead”. 

Several factors will contribute a heavy attend- 
ance at the show, held in the center of the great- 
est concentration of offices in the country. 

(Turn to next page) 
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(From preceding page) 

One of these is of course the tremendous inter- 
est of office people in seeing what is now available 
after a time of great scarcity. Another is the con- 
tinuing office labor shortage, coupled with high 
salary costs, causing office executives to be anx- 
ious more than ever before to learn at first hand 
what the manufacturers are doing in the devel- 


MONDAY AFTERNOON, September 30th—Co- 
chairman, H. Percival Riley, president, New York 
Chapter of NOMA and New York district man- 
ager, Ediphone Division, Thomas A. Edison, Inc.; 
Car] E. Lindquist, president, New York Chapter 
NACA, and superintendent of cost and account- 
ing, Western Electric Co. “Challenging Manage- 
ment’s Ability to Meet Current Conditions” 
(speaker to be announced) ; “Cost Research—the 
Key to Improvement of Industrial Accounting,” 
Dr. R. P. Marple, assistant secretary and director 
of technical service, NACA. 


MONDAY EVENING — Chairman, Eugene S. 
Thomas, sales manager, Bamberger Broadcasting 
Co., New York, and president, Advertising Club 
of New York. “Looking Ahead in America,” 
Henry J. Taylor, currently broadcasting on the 
entire Mutual Network. Mr. Taylor’s regular 
Monday: evening broadcast, “Your Land and 
Mine,” sponsored by General Motors Co., will be 
made from this meeting. 


TUESDAY MORNING—Compensating Your Office 
Employees: chairman, Robert M. Green, vice- 
president, Prudential Insurance Co.; “Salary Ad- 
ministration for Office Employees,’ Edward J. 
Walsh, division personnel manager, General Foods 
Corp.; “Applying Incentive Plans to White Collar 
Jobs,” Mrs. Elinore M. Herrick, personnel di- 
rector, New York Herald Tribune. 


TUESDAY AFTERNOON—Getting the Work Ac- 
complished: chairman, E. H. Conarroe, director, 
Policyholders Service Bureau, Metropolitan Life 
Insurance Co.; “Shortcutting Operations,” 
Nicholas L. A. Martucci, consultant in manage- 
ment, Hillside, N. J.; “Keeping the Work Moving 
Under Current Conditions,” Phil Carroll, Jr., 
consultant, Maplewood, N. J.; “Making Office 
Records Pay Profits,” H. J. Volk, second vice- 
president, Prudential Insurance Co.; “Establish- 
ing Effective Supervision,” Ray K. Walls, general 
office manager, Bridgeport Brass Co., Bridgeport, 
Conn. ; “How to Make More Effective Use of Your 
Present Space,” Harold C. Pennicke, consultant, 
Greenwich, Conn. 


TUESDAY EVENING—Centralized Transcription, 
Its Contribution to the Organization: chairman, 
Miss Carolyn E. Slocum, corporate secretary and 
head of general office, Electrical Testing Labor- 
atories, Inc.; “Quality Work from Today’s Typ- 
ists,” Miss Madeline C. Gorman, supervisor, cen- 
tral transcribing and typing department, Calco 
Chemical Division, American Cyanamid Co.; “The 
Central Transcribing Department, a Bulwark 
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opment of time- and labor-saving devices. Coupled 
with this is the desire of employers to make office 
work as attractive as possible in an effort to hold 
present help and to maintain office morale at a 
high level. Modern equipment, supplies, and ac- 
cessories will contribute to this. 

The program for the Office Week forums, as 
scheduled at press-time, follows: 


Against Rising Costs,” Miss Trusselle Harvey, su- 
pervisor, transcribing bureau, New York office, 
General Electric Co. 


WEDNESDAY MORNING—Chairman, Arthur Gun- 
narson, assistant secretary, NACA; “Improving 
Office Effectiveness Through Standards and In- 
centives,” N. Madison Cartmell, management con- 
sultant; “New Distribution Methods and Their 
Effect on Costs,’’ George Nohe, O. F. Taylor & Co. 


WEDNESDAY AFTERNOON — Chairman, Frank 
Klein, vice-president and director of budgets, 
Worthington Pump & Machinery Corp.; “Labor 
Trends and Their Effect on Business Profits,” 
Gerald J. Doyle, industrial relations editor, Re- 
search Institute of America; “Planning for Profit 
Control,” Dr. Charles Reitell, Stevenson, Jordan 
& Harrison, Inc.; “Forecasting and Budgeting,” 
V. R. Bechtel, budget director, American Cy- 
anamid Co. 


WEDNESDAY EVENING — Chairman, Robert 
Hertzler, controller, Forstmann Woolen Co.; “The 
Prospects for Business Conditions in the Next 
Few Years,” J. S. Seidman, Seidman & Seidman. 


THURSDAY MORNING—How to Hold on to Your 
Employees: chairman, John H. MacDonald, vice- 
president, National Broadcasting Co.; “Improv- 
ing Selection and Induction Procedures,” Dr. 
M. W. Richardson, Richardson, Bellows, Henry & 
Co.; “Creating Employee Interest in Training,” 
S. W. Mudge, supervisor of training, Socony Vac- 
uum Oil Co.; “How to Motivate and Keep Em- 
ployees Happy,” James P. Mitchell, director of 
personnel and industrial relations, R. H. Macy & 
Co., Inc. 


THURSDAY AFTERNOON — Improving Working 
Conditions: chairman, Perry Coke Smith, part- 
ner, Voorhies, Walker, Foley & Smith, architect 
engineers; “Does Air Conditioning Pay Divi- 
dends?” Guy Panero, Guy Panero Consulting En- 
gineers; “Effective Color Combinations for 
Offices,” C. E. Seghers, Jr., director of paint sales, 
Pittsburgh Plate Glass Co.; “The Why and How 
of Office Lighting,” T. O. Jorgensen, assistant 
manager of the lighting division, Consolidated 
Edison Co. of New York; “Why Music Is Being 
Provided for Office Workers,” E. L. Helm, Shell 
Oil Co.; “Accident Prevention,” Ralph J. Crosby, 
Marsh & McLennan. 


THURSDAY EVENING—File Room: Program— 
Pattern—Personnel: Chairman, Mrs. Elizabeth G. 
Lee; “Program—Managing Your Business Mem- 
ory,” George W. Oliver, Jr., Crucible Steel Co. 

(Turn to page 60) 


September, 1946 


a —— es a phy = Pe) ok hc! tae 
a a ae Roe Px meen. di See Et ea : 
as 4 a | aa ‘i 5 ag — a oe. ae ae i a. aR Se oe ae : 
Y aa Been 2 aig = ae fies ; i 
eal 
: ie 
ican as 
eo 7 an 
- Sly 
he iy _ 
iS ae 
uy 7 a 
(OS Se 
ee 
i hs 
(ise i a 
ee ae “ , 
pee ; a 
ts 4 
lnaee , 
om mare : 
a : 
Ee (ee b. 
ae 
ee 
4 a | 
‘san 
— . ns 
ne. a ea 
a a _——— 1 
ae 
Bi a Pek 
bog 4 pag he “ 
a Be ee pa) 
“aac ae 5 
F > *. \ 
a ~~ “7 7 
Be | . a ate 
a a 7 ‘ i % 
es ae 
an We 
Se ee ‘ 
See ie ~ 
pis ee. 
Sue ; 
a a. 
ae 
7 : ; 
a Peg } a 
——_—_ 
—_— 
nn ‘ 
> Ff 
a. 7 b 
aR ae 
a. Seen a. 
ori ee & 
eee ap ira ki 
ihr. + ’ 
Be | 
= - 
Bg = 
ee 7 
cee 
a = 3, | 
ae 1 
aan a . 
a a | 
pie 
guile. a 
2 See 
ous 4 4 
aut Ris 
i = 
re 
a, a 
a aa 
<a 
ieee Se) 
eee 
owe 
=; 
* aa 
ee 
J ae 
° oro 
2 pea 
ees 
zt ees 
‘we ea 
a, ee 
a, 
Pew - 
4. i 
es, is i 
if <i 
ois 
e sa x gat 
a 
aan eee 
a = ee, 
\ as ar ay 
= ee 
a a 
oe ae : 
> a 
oe ee 
ae ars 
— 
— 
Biche 
> aa 
ae: re 
+ ee 
inn) 
ae 
i aan 
ee = 
ee 
aan 
aa 
Ee? o 
eps Ps 58 
Pe 
Bet 
Pong . 
2 : 
af a oe bn ee ¥ x: E oe < 18 aioe eae : a te ne ees es aid ; ries ; git e: 
ee - “i * “2 \ ln Se Fi A> ie Face ee a ag an e oot hs a 
is a hoe = Lo ee > Seer pee) Cam : te Pe) 1S. ee ee ; ‘ Sian 
eae ae > aa a eee Po ae : bag : RRS URE 2 ie 4 Be oe 
a a. a : oa ae. a. eo aes Pt ae Meneses oree ke 


September, 1946 


Photo courtesy of Continental Casualty Co. 


Lge 


Awareness of what's new helps keep offices such as this the country over attractive and efficient. 


National Business Show Exhibitors 


Partial list, at time of going to press, of firms exhibiting at Grand Central Palace, New York, Sept. 30th-Oct. 5th 


Acme Visible Records, Inc., Chicago, Ill.; Addresso- 
graph-Multigraph, Cleveland, Ohio; Allsteel Scale Co., 
New York; Amco Inc., The Voice of Time, Oakland, Calif.; 
American Automatic Typewriter Co., Chicago, Ill.; Amer- 
ican Business Systems, Philadelphia; American Lithofold 
Corp., St. Louis; American Perforator Co., Chicago; 
Apeda Studio, Inc., New York; Art Steel Sales Corp., 
New York; Atlantic Register Co., Waltham, Mass.; Atlas 
Stencil Files Co., Cleveland, Ohio. 

Russell E. Baum, Philadelphia; Beck Duplicator Corp., 
New York; Bircher Co., Inc., Rochester, Ny. Y.; Business 
Machine Products, Inc., New York; Business Systems 
Corp., New York. 

C. V. S. Corp., Washington, D. C.; Clary Multiplier 
Corp., Los Angeles; Cole Steel Equipment Co., New 
York; Commercial Controls Corp., Rochester, N. Y.; Com- 
agg Fabrics, Inc. oe: New York; Copy-Craft, 
nc., New York; Ralph C. Coxhead Corp., New York; 
Cummins Business Machines, Chicago. 

Davidson Manufacturing Corp., Chicago; A. B. Dick 
Co., Chicago; Dictaphone Corp., New York; Dictograph 
Products, Inc., New York; Diebold, Inc., Canton, Ohio; 
Ditto, Inc., Chicago; Dun's Review, New York; Dupli-Typer 
Co., New York. 

Thomas A. Edison, Inc., West Orange, N. J.; Elliott 
Addressing Machine Co., Cambridge, Mass.; Executone, 
Inc., New York; Fandex Co., New York; Fototype Co., 
Chicago; Friden Calculating Machine Co., Inc., San 
Leandro, Calif. 


OFFICE MANAGEMENT AND EQUIPMENT 


Garfield Co., New York; General Electric Co., Schenec- 
tady, N. Y.; Globe Wireless, Ltd., New York; Gregory 
Fount-O-Ink Co., Los Angeles; Guide System & Supply 
Co., New York. 

Houghton Mifflin Co., New York; Hunter Electro-Copy- 
| waa Inc., New York; Hush-A-Phone Corp., ~ ll 

ork. 


International Business Machines Corp., New York. 

The Journal of Accountancy, New York. 

Kee Lox Manufacturing Co., New York. 

Linguaphone Institute, New York; Lithomat Corp., 
Cambridge, Mass. 

Mailer's Service & Equipment Co., New York; Marchant 
Calculating Machine Co., Oakland, Calif.; Marr Dupli- 
cator Co., New York; Monroe Calculating Machine Co., 
Inc., Orange, N. J. 

National Blank Book Co., New York; Nationwide Office 
Supply Co., New York; New York Telephone Co., New 
York: Niagara Duplicator Co., San Francisco. 

The Office, New York; Office Appliances, Chicago; 
OFFICE MANAGEMENT & EQUIPMENT, New York; Ox- 
ford Filing Supply Co., Brooklyn, N. Y.; Ozalid, Division of 
General Aniline & Film Corp., Johnson City, N. Y. 

Pitney-Bowes,Inc., Stamford, Conn.; Pronto File Co., 
New York. 

Rand McNally & Co., New York; Red Feather Prod- 
ucts, Ltd., Redwood City, Calif.; Replica Products Corp., 
New York; Rex-O-Graph, Inc., Milwaukee, Wis.; Reynolds 

(Turn to next page) 
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& Reynolds, Dayton, Ohio; Royal Typewriter Co., Inc., 
New York. 

SoundScriber Corp., New Haven, Conn.; Speed Key 
Corp., Brooklyn, N. Y.; Standard Business Machines Corp., 
New York; The Standard Register Co., Dayton, Ohio. 

Tiffany Stand Co., Poplar Bluff, Mo.; Tru-Rite, Inc., 
New York. 


Show Forums 
(From page 58) 


of America; “Pattern—Design for File Room 
Living,” Kenneth H. Ripnen, Kenneth H. Ripnen 
Co.; “Personnel—Yardstick for Skillful Opera- 
tion,” Mrs. Dorothy B. Northwood, Standard 
Oil Co. (New Jersey). 

FRIDAY MORNING—Chairman, A. L. Wright, 
principal, Wright Management Engineers; “Types 
and Uses of Cost Accounting Systems,” Thomas 
W. Spicer, cost accounting development super- 
visor, Western Electric Co. and C. D. Marshall. 
controller, Eagle Pencil Co. 

FRIDAY AFTERNOON — Chairman, Marshall 
Granger, partner, Alexander Grant & Co., certi- 
fied public accountants; “Development and Uses 
of Labor Standards,” Allan Ottman, controller, 
American Hard Rubber Co.; “Development and 
Uses of Material Standards,” Sidney Knight, Mc- 
Kinsey & Co.; “Development and Uses of Over- 


Forming Ideas 


% AS PART of a system-wide study and develop- 
ment of good relations with the public, the Public 
Information Committee on Standard Communica- 
tions of Union Electric Co., St. Louis, recently 
began a study of all company form letters and 
forms both printed and duplicated. The purpose 
is to determine if each one, as a paper repre- 
senting Union Electric, favorably presents the 
company to the recipient, since in the majority 
of cases the recipient is also a customer. 
Working in conjunction with the Methods and 
Procedures Division, Comptrollers’ Office, the 
committee will study the forms and make recom- 
mendations to effect a standardization of appear- 
ance, control of the creation of new forms, and 
the elimination of unnecessary forms. Special 
consideration will be given to re-design of forms 
to make sure each one is attractive in appearance, 
easy to read, grammatically correct and in con- 
formity with legal requirements, and in cases 
where parts are to be filled in, adaptable to use 
in a standard typewriter. 

Harold Qualls, Robert Jeffe, and Eugene Kelly 
of the Methods and Procedures Division staff have 
begun assembling forms thus far received, break- 
ing them down first by department and second 
by form number and following this with a check 
against a master file of some 1,400 forms. 

The collection of forms in itself has become 
an indication of the vast number of occasions in 


National Business Show Exhibitors 
(From preceding page) 
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Underwood Corp., New York. 
Visible Index Corp., New York. 


Wassell Organization, Westport, Conn.; Alfred Alle 
Watts Co., Inc., New York; Wheeldex Manufacturing 


Inc., New York. 


head Standards,” Gould L. Harris, professor 0 
accounting, New York University. 

FRIDAY EVENING—Chairman, Charles Eggemanj 
long lines department, American Telephone & 
Telegraph Co.; “Analysis of Variances,” Theodorg 
Lang, professor of accounting, New York Unit 
versity. . 

Various organizations will conduct different 
forums. The New York chapter of the NOMA 
will have charge of the Monday evening, Tuesday 
morning, Tuesday afternoon, and Thursday morm 
ing sessions. The Transcription Supervisors’ As 
sociation of New York will conduct the Tuesday 
evening session. All three Wednesday sessions 
and Friday morning session will be under the di- 
rection of the NACA. The Filing Association of 
New York will conduct the Thursday evening 
session. 


About Forms 


which the company engages in written contact 
with the outside. A number of departments upon 
examination of their file of forms, found, perhaps 
somewhat to their surprise, that they too were on 
the front-line of company-customer contact work, 
employing forms to complete some transaction, 
to carry on correspondence, or to place in writing 
some activity or contact. Checks, letterheads, 
even a letter relating to kite-flying have found 
their way into the group to be studied. 

In conjunction with this study, another study 
involving printed forms is being carried on under 
the direction of Victor H. Deering of the Pur- 
chasing Department. The purpose of this is to 
arrange the ordering and scheduling of forms by 
both the Stores Department and the Purchasing 
Department to effect maximum use of what is 
known in the printing trade as combination runs 
—the setting up of different forms required to be 
printed at the same time on standard sheets. The 
advantages accrue from better utilization of stand- 
ard paper sizes, savings in printing time, and sub- 
stantial savings in labor, particularly make ready 
time. 

While it is estimated that approximately one- 
third of the company’s printing requirements are 
being handled in this way, it is believed that with 
careful coordination and cooperation on the part 
of everyone concerned another third of the re 
quirements can be so handled. 
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Photos courtesy Railway Purchases & Stores 


%* THE New York Central Railroad is constantly 
on the alert for efficient methods and machines to 
aid smooth functioning in the system’s network 
of offices. 

Office supplies and printing, the latter costing 
more than a million dollars annually for forms 


Steel skids used for bulk storage 


all 


Loading and unloading facilities at New York Central General Stationery Store, at Collinwood yard, Ohio 


Keeping New York Central’s 
Offices Always Well-Supplied 


By Grace Buckley 


and letterheads in normal periods, are purchased 
on a competitive basi¢ and in quantities to cover 
a year’s needs. A central storehouse for miscel- 
laneous office supplies, located in the Collinwood 
railroad yard, near Cleveland, facilitates volume 
purchasing and convenient distribution to lines 
extending in all directions from this focal point. 
Large savings have been effected by the store- 
house, since its opening twelve years ago, replac- 
ing the separate storehouses that each line in the 
system maintained. This innovation followed the 
centralization of purchasing in 1931, when agents 
for the different lines, who had previously bought 
individually, were transferred to New York and 
their functions coordinated, under the direction 
of the general purchasing agent. Three years 
earlier, the main offices had. engaged an expert to 
prepare for centralization by coordinating the 
many forms then in use by the separate lines. 
(Turn to next page) 
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Today all system lines use identical types of 
forms for the same purpose, reducing costs by 
permitting the printing of the maximum quantity 
at one time for the yearly needs of all lines. 
Printing is purchased at various points, with 
yearly orders shipped in equal monthly install- 
ments to the storehouse, except in the case of 
large consuming points, where shipments are 
made direct by printers, instead of passing 


<ohadi taae oe 


In shipping department, New York Central's General Stationery Store 


Steel shelving for New York Central stationery supplies 
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through the central storehouse, to avoid unneces- 
sary handling. 
Combination printing of forms is followed to 
lessen costs. As new forms are introduced, plan- 
ning by the road’s general stationery storekeeper 
insures standard size and efficiency. Bond and 
ledger papers are used only for permanent rec- 
ords, and ninety per cent of all forms used for 
(Turn to page 104) 
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REPRODUCTION DEPARTMENT 
UNITED STATES RUBBER COMPANY 
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SUPERVISOR 


COSTS, PERSONNEL 
SYSTEM 


ASSISTANT SUPERVISOR 


PRODUCTION 


| 


VARITYPE 


2 OPERATORS 
2 VARITYPE MACHINES 


ADDRESSOGRAPH } 
| 


* 


OPERATORS 
GRAPHOTYPES 
ADDRESSOGRAPH 


an) 


FORMS | MACHINES 1900 
ORGANIZATION CHARTS 1 FOLOING MACHINE 
STENCILS 


MAINTENANCE ANDO USAGE 
OF ADDRESSOGRAPH 
LISTS AND PLATES 


FOLO PRINTED MATTER 


DITTO & COLLATING 


5 OPERATORS 

2 GELATIN MACHiWwES 
2 SPIRIT MACHINES 

PRODUCE DITTO WORK 


AND COLLATE FOR 
ENTIRE DEPARTMENT 


RUN MIME OGRAPH 
MACHINES 


a 


| 


MIMEOGRAPH 


7 TyPisTs 

7 1.6.m, TYPEWRITERS 

4 MIME OGRAPH 
MACHINES 


PREPARE ALL MIMEO- 
GRAPH STENCILS AND 
MULTILITH PLATES 


PROOFREADING 


4 PROOFREADERS 


READ AND CHECK ALL 
Copy. STENCILS AND 
PLATES FOR ENTIRE 
DE PARTMENT 


PHOTOSTAT 


OPERATOR 
PHOTSTAT 
AND RELATED EQuiP. 


MULTILITH 


2 OPERATORS 
2 MULTILITH MACHINES 


MENT 


GENERAL PHOTOSTAT 
WORK 


Learteinstioncencannil 


MATTER 


SPECIALIZED HIGH. 
TYPE REPRODUCTION 
OF ANY PRINTED 


Model Reproduction Department 


% A MODEL ‘reproduction department which 
consistently shows an economical operating cost 
is maintained in the Rockefeller Center, New 
York, offices of United States Rubber Co. 


United States Rubber Co. department: 
tion office, 2. proofreading office, 3. Ditto section, 4. Mimeograph 


1. information and recep- 


By Kimball Darby 


several considerations. 


According to W. C. Itschner, office service man- 
ager of the Rockefeller Center offices, the profit- 
able operation of this department can be laid to 
They are: strict atten- 


section, 5. Multilith section, 6. collating table, 7. Addressograph 
section, 8. Varitype & drafting room, 9. photostat room. 
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tion to department layout as a factor in efficient 
operation, modern equipment and accessories, 
painstaking control which is exercised over each 
reproduction job as it progresses through its 
various stages to completion, and close scrutiny 
of the costs involved in ithe various operations as 
compared with that of other methods. 

At the time when the department was moved 
to new quarters, the matters of layout and fur- 
niture design were thoroughly examined, with the 
result that larger facilities have been established 
in 20 per cent less space than that of the original 


Same ‘area as in photo above—work tables too low dreary setting 
for vital work. 


A view of the remodelled department—receiving and proofreading section 
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location. The accompanying pictures present a 
sharply drawn comparison between the present 
set-up and the department as it once was. Not 
only has due consideration been given to the dis- 
position of furniture and machines to satisfy 
functional requirements, but the design of indi- 
vidual pieces of furniture has been studied to the 
end that each will yield the maximum in use- 
fulness. 

For instance linoleum-topped work counters of 
a suitable height and restfully painted, each with 
a capacity of half a million sheets of paper, have 
replaced low tables under which stocks of paper 
and other supplies once were lodged in haphazard 
fashion detrimental to the department’s appear- 
ance. These supplies are now stacked in shelves 
built into the counters, which not only increases 
their accessibility, but acts as a protection for 
them, and keeps the office neat. These supplies 
are replenished from a stock room close by. 

At the same time, because these counters are 
40 inches high they represent improved working 
surfaces since the girls are able to stand erectly 
as they sort, stack, and jog large quantities of 
paper. The counters also serve as dividing lines 
between operations, and foster an orderly flow 
of the work. 

Originally, in the Addressograph section, cler- 
ical operations were performed at desks away 
from the windows. The machines were located 
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The Mimeograph section arranged properly 


along the windows, and the situation existed 
where valuable light was being wasted on opera- 
tions which were largely automatic. Moreover, 
the tray cabinets, containing about 175,000 name 
plates, were located farthest away from the ma- 
chines in which they are used. 

Now, as reference to the floor plan will show, 
clerical operations in connection with the Ad- 
dressograph section are located at the windows, 
while the machine operators have the benefit of 
artificial lighting (more than adequate), and do 
their work just a step away from the plate files. 
Installation of automatic equipment, which will 
address from 5,000 to 6,000 pieces per hour is 
anticipated as this is being written. The maxi- 
mum production permitted by a manually oper- 
ated machine is about 2,500 per hour. 


The same section as above, 


In the interests of quick service for depart- 
ments requiring a rush Ditto job, this section is 
located close to the department’s entrance for 
quick reception of the job. A combination shelf 
and counter serves as a reception point for this 
work, and more often than not, a job can im- 
mediately be placed on one of the gelatine ma- 
chines or on one of two spirit machines (depend- 
ing on the number of copies required) while the 
individual waits for it. 

For Mimeograph work, the largest single ac- 
tivity in the department, the layout is again a 
compact unit of the department where stencil 
cutting, proofreading, and duplicating activities 
are arranged to facilitate a rapid flow of work 
with little or no confusion. 

(Turn to next page) 


working under adverse conditions. 
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“We have found,” said Mr. Itschner, “that a 
tremendous increase in output results from con- 
fining the stencil cutters exclusively to this job, 
and having Mimeograph operators devote all of 
their time to the machines. Much time was lost 
when the girls had the two jobs.” 

Every effort is made to apply the proper type 
of equipment to each activity. For instance, in 
this Mimeograph section, since the stencil cutters 
do little else in their work, they are equipped with 
fixed bed typewriter desks, which it is felt will 
prolong the high efficiency of each machine. Mr. 
Itschner feels that the leaf of such a desk is more 
than adequate for the small amount of pencil 
work done here. 

Stencils are kept on file for six months, and in 
some cases indefinitely. For easy reference and 
for protection of individual stencils, they are kept 
in separate folders with the letter or circular re- 
produced on the cover. Orderly stacks of these 
stencils are kept in moveable trays which enables 
the operator to take the tray from the stencil 
files to a counter for convenient searching. 
Mr. Itschner also believes that it is economical 
to install the latest type of equipment and acces- 
sories, but he is also aware of the necessity of 


Production form governing jobs at United States Rubber Co. reproduction department 


Bs aa: fo" ae 4 f 


studying the application of such innovations care. 
fully. An instance of this is the use of plastic 
protective ribbons in typewriters devoted entirely 
to stencil cutting. At first glance they seemed 
like an extravagance, but when it was realized 
that the operators had to clean their type after 
every three lines, this kind of ribbon, expensive 
though it is, was found to be a sound investment 
because of the time saved. Operators can go 
from one job to the next without having to worry 
about dirty type, and the ribbons have a com. 
paratively long life. 

Other instances of the application of modern 
office equipment by which operating costs are 
kept down, is in the use of power operated stap- 
ling machines (a necessity where multi-page jobs 
have to be stapled), a folding machine (limited, 
however, to one or two fold operations to avoid 
continual machine adjustment), and a bundler, 
Bundling of material facilitates handling from 
completion of the job to delivery to its source, 
and serves.as a protection for the job. Employees 
on the floor below are highly gratified with the 
performance of vibration eliminators, patented 
cushion devices for the Addressograph machines. 

(Turn to page 112C) 
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Typing 
Stencils 


No. of Copies 


Type of Paper 
White 16% 


[CT White 204 


[_TYellow P. 
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__] Special 
Mailing Code 
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( Air Mail 
(1 Return 


Paze Letter 


Fage Attachment 


Collate & Stitch 


Slipsheet 
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A bronze bust of the company's founder, William M. Bristol, Sr., set in a mirror-lined niche, adds to 
the impressiveness of the colorful reception room at Bristol-Myers headquarters office, Rockefeller 
Center, New York. 


Pleasant Office Environment 
Valuable Bristol-Myers Asset 


By Virginia Kent 


% THE experience of Bristol-Myers Co. goes to 
show that comfortable, happy surroundings in- 
spire good work and produce tangible dividends 
by increased efficiency, reduction in the turnover 
of personnel, and a lessening expense in the train- 
ing of new employees. 

Pleasant environment, in this company’s belief, 
has much to do with the large number of its per- 
sonnel whose association with it extends over 
twenty-five years. 

Another expression of this policy of assuring 
the well-being of the workers is the liberal wage 
scale and the insurance and protection program 
maintained by Bristol-Myers offices and plants in 
this and other countries. 

Office atmosphere is planned to promote ease 
and comfort. In the recent redecoration of the 
headquarters offices, cheerful colors, beneficial to 
mood and sight, were chosen. In the majority of 
offices and in the many small conference rooms, 
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walls are pale green and the rugs in blending 
tones. Sunny cream-colored walls make corridors 
cheerful and the cork composition floor covering 
is warm-toned. 

The striking chartreuse and chocolate-brown 
reception room suggests the modern atmosphere 
that characterizes the entire scheme. Several un- 
usual decorative features make this room conspic- 
uously interesting. Yellow photographic paper 
forms the surface of a map, with a wide frame 
of gold-finished mirror, that almost covers the 
wall space above the receptionist’s desk. Topo- 
graphical features in contrasting brown are keyed 
to show Bristol-Myers plants, offices, and sales 
agencies throughout the world. 

Another modern wall decoration highlights 
photographic arrangements of Bristol-Myers 
products against a background of yellow photo- 
graphic paper. 

(Turn to next page) 
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Large conference room where staff meetings are held, in Bristol-Myers Co. headquarters office 


On the opposite wall, above a black reading 
table, a bust of the company’s founder is set in 
a recess lined with gold mirror. 

Leather chairs in harmonizing color contrast 
with the chocolate-brown walls to complete the 
decor of the room. 

Reading material in this pleasantly lighted re- 
ception room includes pamphlets on world condi- 
tions written during the past year by Michael A. 
Heilperin, Ph.D., staff economist. “Impressions of 
Western Europe” is the latest in the series pre- 
pared to keep employees and stockholders in- 
formed of world trends. This material has also 
gone to many college libraries, at their request. 


President's office 


The president’s office is as modern and distinc- 
tive as the reception room. Here varying tones 
and textures of green are combined with yellow 
and salmon color for restful feeling. Walls are 
painted deep green in a texture resembling fabric. 
One pleasing decorative effect consists of a metal 
chandelier suspended from a circular recess in 
the light green ceiling. Draperies, rug, and sofa 
are in green tones, with salmon color leather 
chairs contrasting. 

An elaborate black and gold desk set with 
Egyptian motif adds interest to the president’s 
massive walnut desk. 


All offices are air conditioned and ceilings are 
equipped with concealed soundproofing and in- 
direct lighting fixtures of the most modern type. 
Carpet is used throughout offices for luxurious 
feeling. 

Comptroller's department 


For greater comfort and smoother functioning, 
the office used by the comptroller’s department 
has been divided into several smaller offices. Mod- 
ern desks of bleached wood, introduced in several 
of these offices, afford lightness and warmth. 

In one interesting setting yellow leather chairs 
blend with a bleached desk. Pale green walls and 


Personnel Manager's office 


e @ 


gia i: ee Pee. in mah ‘_ oe ri ~ ah — ee. eae a Ok eo icon. sa al Br ce ee. ee _ 
a oo |e a ; ee: ie. 
a4 
_ ‘a 
aoe 
Sal : . es ed ’ 
aa a . ; 
a as 
..” ————— 
= - s we Bait 
be : . ‘ eae 2 a # - , ea ; ‘* ie a, * ee m %. wy bee 
San 7s oe i: 7 * * tg as, %e ae ia 
> i — an re 
a a ae aie 
as x *. Some) oe, h 
an oe ; ee oor << 
. — * ee ed z a . fj 
ook - a ‘ = 7 eee. 
* ~ 5 ye |i ee 
c pe , _ ' D et iu es : 
ie i se hd . — 3 i t J ‘ee ‘ 
en « : 2 ¥ 6 ‘ 
= L + , , J “ be od -\ £ par ” s a ES oi. 
aa % i » L ‘ ; nti, or ae oe 
Be * : ie y ; — . — « gt ie 5 a 
a ' te * \j i : + 7 4 : ek, re aay “4 aioe V 
aaa a % > iF é e ree LE bed aS... i a7 eee 
2 e 7 Pe < a 3 eo eS <a es ogo ee “ an 
q ie ‘ we eo ft at Po ee ‘" —— eee d 
ee. ci i ae — — i Ee ee eee ae 
ae (a a eT ae ‘> : ae we aloe I ale i “I i 
En "ae aie. ae 4 ay a oe ag . phere ee _ ime } ae i : ae. 
cs | See 0 ar ‘piper, ‘ 7— re Bes . TF pene = 
ere a ' aC) ieearan” — “Sie wea i i i ~ eed ‘Ge 
phos, eee e a 2 24 7 «4 : y » hos a < Sane os 
ce one te ~ , ee om Sar ee ee ge 
Be p28 ‘3 7 i oS , aS : ‘ ge i : SF fey Min eee ; we 
ee . ee as aoe Bs ai a . i Pp 
re imap i eae a ee a ee = am | y Bo ad ee 3 : 
a, = aaa ‘ i ie sii as cam p 2). la i oe 
a a 3) a i : a oes | fC as e 
ee ¥ 
ore ; 
a eee | 
ae 
a _, 
* , ay 
a. 3 
Z peA ae 
‘ he oe. 
ee | 
Pi ae 
oe fo. 
: eo in a 
i ae 
‘eames 
hice an 
a. 
a es 
Po et we i as a 
ines wee ee - _ —~ 
Bee [Ss a 
: eo eeaer SSS: t 
— / “2 as 
hn rs } Ic 
ae aes > | 
a = == 
, i w a a 
. a Bi iid — 4 
7 : % i a need eae a ae ae oh ty —~ => 
ae ee ‘ ee Ss oe — 
eee Pee - oa oo Petia ee 
a Te : 2 
2 aaa x F ~¢ 
sles in oe 
a. : 4 7 
a 68 OFFICE MANAGEMENT AND EQUIPMENT September, 1946 
+ 
g : ye 4 a : oe oe oer 5 ial) ere 7. ee s aS i 
2 = J ; i eae xi - Saar * |. oe Rg?’ ee oe a aa —_- ae oa 
Ba oS ee —— a a a ae ee Sees i ae : 
aa cS. ee on : Rae |b ya a 7 Ba. Rg am 


Treasurer's office, at Bristol-Myers headquarters, is typical of all other large offices there 


a rose taupe rug are used in this cheerful scheme. 
Windows open on one of Rockefeller Plaza’s gar- 
den terraces. 

Six small conference rooms, in addition to one 
large room for staff meetings are conveniently 
located throughout the office area, affording ideal 
facilities for small group discussions or for talks 
with visitors. ‘ 

Installation of a public address system in cor- 
ridors saves time in locating executives. 


Ladies’ lounge 


The ladies’ lounge is an interesting feature of 
the headquarters office in Rockefeller Center, New 
York. This well-decorated room is furnished with 
a refrigerator, a large dining table, and comfort- 
able leather chairs. In stormy weather, the con- 


venience of this cheerful room is especially appre- 
ciated as a place to eat lunch. Girls may use the 
lounge during rest periods as well as at lunch 
time, in fact, whenever they have free time, for 
this company holds that good accomplishment 
and responsibility are fostered in an atmosphere 
of freedom. 


Speciall 


Reservation of a special elevator for Bristol- 
Myers employees from noon to 12:10 and from 5 
to 5:10 eliminates delays during rush hours. 

Penicillin, made by one of the subsidiaries of 
this firm, is provided without charge for company 
employees on a physician’s prescription. Monthly 
supplies of all other products are also supplied 
free to the company personnel. 


Copies of company's current advertisements are displayed on the walls of the small conference room. 
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General view of American Airlines' mail room at LaGuardia Field. 


In the background are the 


distribution boxes. The “first class board," postal meter, and collection table are shown in foreground. 


Airline Mail Room 


By Mrs. Marie Huke 


Chief of Mail Services, American Airlines, Inc. 


% AMERICAN AIRLINES, with more than sixty 
widely scattered stations from coast to coast, and 
from Canada to Mexico, is in an unusual position 
as far as the internal mail distribution picture is 
concerned. But, in the handling of an immense 
quantity of mail, there may be more than the 
germ of an idea applicable to the organization 
and management of a mail room in even the small- 
est, one-city business. Economy and efficiency on 
a large scale can usually be translated into econ- 
omy and efficiency on a smaller scale. 

In any commercial situation where written 
communications between departments and_ be- 
tween general office and field stations must be 
handled in volume, a system of company mail 
distribution is more than a matter of delivery 
boy service. It must be a dependable, economic- 
ally sound, completely intra-company means of 
rapid, efficient, and regularly scheduled commun- 
ication. 

With proper planning and organization, phys- 
ical prerequisites, both in personnel and materiel, 
can be held to a minimum. Considerable savings 
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in postage can be effected, especially when two or 
more administrative centers are located a consi- 
derable distance apart, as in the case of Ameri- 
can, with offices at LaGuardia Airport and in the 
New York downtown general office on 42nd 
Street. More important, however, is the con- 
venient, rapid means afforded for regularly 
scheduled inter-office dispatch of memos, reports, 
forms, bulletins, orders and the other written 
matter that must pass from office to office during 
the course of the day’s business. 

American’s two mail rooms are an integrated 
unit functionally. Separate only physically, and 
serving the two principal office locations, they 
operate as one and under one head. Constant 
liaison by Mail Services’ own mail car assures 
constant flow of vital information during the day, 
on a four round-trip schedule between LaGuardia 
Field and the downtown offices. 

Based on previous experience and rule-of- 
thumb estimates, America’s mail service was set 
up to take care of a certain expected volume of 
mail. In its six years of operation, this has in- 
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creased almost 3,000 per cent, yet the original 
physical arrangement, flexible from the start, has 
remained very much the same. 

The space occupied by the mail rooms is not 
large. The LaGuardia Field installation is 900 
sq. ft. and the general office mail room 580. Each 
is to be increased by not more than 250 sq. ft. 

Sorting tables, called work tables, were de- 
signed jointly by Mail Services and the engineer- 
ing department. Because most of the clerks’ work 
is done standing, the height of the tables has 
been standardized at 36 inches. Tables are 20 
inches wide, built of heavy wood construction and 
topped with solid linoleum. Low raised rims keep 
mail from falling to the floor. The tables are 
shaped like a squared U with the outer legs at 
135 degree angles rather than 90. This utilitarian 
design permits, during peak hours, such as early 
morning, at 3 p.m. and 5:30 p.m., as many as 
seven or eight persons to work concentratedly in 
a relatively small area. Furthermore, the sorters 
can make their distribution to the various boxes 
without unnecessary movement, as would be the 
ease with “in line” construction. 

The boxes, arranged in vertical tiers above the 
sorting table, are noteworthy. Measuring 1114 by 
12 inches, they are a size to accommodate “heavy 
mail” in the standard 814 by 11 envelope. The 
highest tier is an easy reach. Standard height 
of the boxes is 514 inches, but the half-inch thick 
plywood shelves are easily removable from their 
grooves, thus varying the size and location of 
boxes as volume of mail to a single addressee in- 


Assembly line technique is used to get first-class mail out. Mail is 
sorted and weighed on large table, stamped by meter, by category, 
and bound into bunches before being pouched for the Post Office. 
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creases or decreases. Flexibility of the sorting 
system streamlines distribution. 

An assembly line arrangement for the dispatch 
of first class mail keeps the mail rooms cleared 
at all times and avoids the accumulation of a 
backlog. All outgoing Post Office mail collected 
is placed on the first class mail board, a table 10 


ft. long, 214 ft. wide and 36 inches high. Here it - 


is separated according to type: first class, airmail, 
special delivery, etc. At the end of the table is the 
postal meter. After the mail is run, according to 
type, through the meter, it goes to a small table, 
27 by 32 inches, with a high edge or wall, to the 
right of the postal meter. All work moves from 
left to right in a straight line, thus several clerks, 
assigned to specific phases of the operation, can 
work at the same time completing the same job. 

On the small table, to which the Post Office 
pouches are attached by pegs, ithe mail is stacked 
and tied in bundles, all letters facing the same 
direction. It is then punched and sent to the 
Post Office. In bundling, which takes very little 
time since the mail must pass through the meter 
by category, a 50 per cent time saving at the 
Post Office is effected—an important factor, it 
is our mail. Also, the Post Office reciprocates; 
mail received is also bundled in the same manner. 
The time saving, in this case, is to the direct 
credit of American. 

Altogether, at LaGuardia there are four large 
work tables; at the general office, three. The extra 
table at the field is to take care of the sorting and 
pouching of out-of-town board mail, all of which 


Bundling, with all letters ee same way, saves 50% of time spent 
in sorting. This is the genera 


office mailroom. 
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CHIEF. 
Mail Services Group 


Chauf feur- 
Mail Car 


Asst. Chief- 
Mail Services Grou» 


(Tol sa) 
Clerk in Charge 


General Office 
Clerks in Charge 
(early and late shifts) 


Miscellaneous Clerks 
Pickup and Delivery Service 


The Mail Services organization for American Airlines 


funnels through the LaGuardia mail room. Each 
mail room has another small table, 214 by 4 ft., 
entirely devoted to fourth class matter, the writ- 
ing of registration receipts, and the weighing of 
packages. 

Important to the efficient operation of any com- 
pany mail service is the actual breakdown of dis- 
tribution groupings. Too minute a breakdown is 
time-wasting in the extreme, requiring a dispro- 
portionate part of the clerks’ time devoted solely 
to sorting. On the other hand, too general distri- 
bution, such as by entire departments, throws a 


Distribution boxes are variable in size, with sliding shelves, and 
angled to minimize lost motion, permit more clerks to work at once. 


LaGuardia Field 
Clerks in Charge 
(early and late shifts) 


Miscellaneous Clerks 
Pickup and Delivery Service 
Drivers 


great deal of unnecessary redistribution work on 
a department clerk which might have been done 
more quickly and more efficiently in the mail 
room. Ideally, the distribution groupings should 
be approximately the same size. 


Scheduling of mail room work according to 
the natural cycle of the day’s business activities 
eliminates overtime. At American, as elsewhere, 
it has been found that a break occurs in mid- 
afternoon, about 3 p.m. Until that time, offices 
are interested principally in receiving their re- 
ports, orders, bulletins, regulations, memos, 
schedules and in conducting and ordering the 
day’s work. After that’ time, as the offices are 
winding up the business for the day, the flow of 
outgoing mail is greatly increased. The mail 
rooms’ schedule reflects this natural break. In 
the morning after the U.S. mail has been collected 
(either from the LaGuardia Post Office sub-sta- 
tion or downtown) it is distributed on the ad- 
dressees’ desks by 8:45 a.m. Following that, sort- 
ing and distribution of board mail takes place. 
That is delivered to the addressees by 11 at the 
latest. 

Mail rooms must be kept clear at all times. To 


(Turn to page 86) 
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NEW THINGS 
in the NEWS 


ABOVE: 

A SUPER-SENSITIVE ALUMINUM MASTER SHEET which 
will pick up a pencil line and reproduce it in inked duplica- 
tions is now available for use with Multigraph duplicating 
equipment, from the Addressograph-Multigraph Corp., 1200 
Babbitt Rd., Cleveland 17, Ohio. The new master is espe- 
cially designed for use on the company's Multigraph Models 
40, 50, and 1250 which employ the Multilith process, as well 
or previous models using a 10-inch by 15-inch master 

+. 


ABOVE: 


A NEWLY IMPROVED version of Dictaphone's electronic 
dictating machine, which uses tiny vacuum tubes. Among its 
many new features are ated types of microphone and 
start-stop control; optional mounting so that it can be used 
either on the desk or in any standard dictaphone cabinet; 
and input volume control adjusted to normal dictating voice 
at the time of installation. The plavback volume control is 
simple to operate. A compact amplifier system has been 
incorporated in the base with no danger of overheating. 
This new model takes less desk surface than a standard letter- 
head. Made by the Dictaphone Corp., 420 Lexington Ave., 
New York 17. 


LEFT: 

SPEED IN MAILING. This new USPM metered mail 
machine, developed by Commercial Controls, Rochester, 
N. Y., is completely automatic and seals, imprints postage, 
postmarks, prints an advertising message, counts, and stacks 
at variable speeds up to more than 10,000 envelopes an 
hour. Adaptable to the needs of large volume mailers. 

r models, motor-driven or hand-operated, provide a 
metered mail system suited to the requirements of the user. 
All are operated with a USPM omni denomination meter 
and will print any denomination postage from '/c to 
$9.99!/2 on envelopes or on gummed tape for use on over- 
weight mail and parcel post. 


RIGHT: 


A WEEK WELL PLANNED. This modern desk calendar, 
a planning guide to the week, put out by the Wilson 
Memindex Co., Rochester 5, N. Y., has a page for every 
day, and a planning guide for every week. Classifies jot- 
tings in order of importance. Separates scribble notes from 
important reminders. Has room for margin notes. Arrows 
direct attention to important reminders. Time appoint- 
ments are separated from other memos. The week-in-sight 
planning guide pages are tabbed for easy identification. 
Has a permanent ring binding, a Textiloid cover, or a full 
grain pigskin cover. 


es 2 : 7 5 ia rok (> oe ) a 4 Soi + z (si 
aa 7 é ; : ie eae Bet ae a Rae en. 
ne, i - : - ‘ = 7 . a eS “ 
ee 
7 <M 
ae. 
ae 
Le. 
pan 
ee 
E ees. 
2 ee ~ - z 
esa 7 - 55 : . 
a z 4 ® 
Oy ahh ~_ ts + a 
a = be 1 YS f 
pte . 2 pent i. BEM oT = / 
a hae : *. 33 2a 
= 7 eg i ae sv 
ae i? ee 3 
a. al 24 ar = : = 
oe. -— 4 en a 
> eae ae, aS - <2 mY 
oe ™ Rd - %. ete > Liner ; . 
ee _ p OS" aa F oe 
ie “e a | ae ae ; 
b a i" ser A t- v 
eae 3 oe pare Pe ee “iY 2s a 
anaes - a ae ae Sx. r 
a We rae. = fy ahd ~! _ J : zi 
ea o : oe ‘sas Bie Pes . Le 4 ae Ke a. ae Siar: 
ee : 38 3 ot? Fi ¢ * Hie oe a Mee eee 
Roe: a A ae : > Re: és, ~ ea ‘ none 
ee Se ie, - " oa eet & ae as if Pe 
ae | : ie Ot ! ay « eo ‘ RAEN nih: 
oo Yo en Ds S * ies Fe a z - . ‘ees 
af “et ae eo a sn fil 
Sec awts ae ~) . a .; ete a a i 
aa ‘ —. P1 : — ine " ries Oi a ae ve é 
leg . i fas — ae a ee co ; 
haa sill o ‘ 2 . £39 1 ac aa aye eb cae : 
ae Bp.’ a = : 
pee git ~ 5, an : ee 
i aa Sa gaa 
a i a e ee , = 
ker a on ‘ aell 
we '. ae on 
: Te a A 3 ; 
Yo oe be mn a : 
ae . : " en ety i sage 
* y bin “a. 
aes woe 6 RC nN OR 
Fa 
8. 
ee : 
: re as ; 
; ae ees ss ye is i 
ae ae ay ees =o mr = ; 
ie “ ee 
‘ea a ee, al te 
a _ ; owe : 
a : — 9s y 
re — ss P ‘eo ho . a - 
Te i Ee “ a 
ee % - - a ss tas pO 
SS “ ae : | a s 2 
eg a Ba ~ Ge See. ‘ 
gee 2S : ae _. ae 2 
oS ; i aon ee eae : é 
os . 2 ; Tig ae oo oe 
ee oe ae = ae : 
ee i. = a , - e a 
e ie >=. , oe 
is Fes <a Pith 
ca = aa BOS ee ois Dine, Sa os. 
eu 2 a ee | fen — sl ae see i 
i ae ein = a a oa : 
Fer E oe = ag a pn | 5 ee : 
$ é at c wa!) ” é 
2) 3 cae ’ este aay a ~~ % 
ee 3 ——s 
a. oH re, cs 
a : : a - 2 a oes 
. ene  . ag é 
oa 7 2 a . 
fers ; —_ oo 
| aa ‘ = ee oe : 
"ee re a ak A 
wea * = ee 
ee tee a . 
feet : ; — a: 
: a - : a Ry Ie — 
‘ghee eae hn i - oi Se Pes :. se so 
ce. — Sa aa = . ? 
ie ’ Pe 
sen ne : * Sea a es nie 
Res : $3721, ae oa ae pa : a a 
ea od nee i Sm hth r ie i eee ar : 
fa ae ee es * ms 
pear Pe : T agh is " : 
i er aa eI pe re oe Tip os aon i. 
ere peeks ist te. Se -. : . 
‘eee ee ws ees : > ni = 
Ee Re 4 Pipes? 5. eae a ey. 
ete: ee M . —— a . , ~ 
Perce em “ ee SF har eat ; 05 
ee ees: iy " = = ae 60 | 
er Ie i 8 - ~ het Sf petite 
ae ee Dieta a8 = 
Peas a 5 onal * 
‘ is a. & = hehe ~<s 
sais ae —— 
eeu - a - 
ES ee as “ils las 
ae ‘e. oe : > ; ~~ s 
ae — a ——— 
See oe oan oo “a Cotas - ele: — 
at ae x ae en SS Se 
pais ames Bretvc a i SRS ee “en 
Ls | 
BRP: | Uae 2 5 a Renee ee ee, 
oe a . SSS 
ee — : ts 
eee x el ee Se ; 
at . oa — 
ee ame 
re 
aly 
mee pe September, 1946 OFFICE MANAGEMENT AND EQUIPMENT 73 
ae) a 
Tee oe ; 
a es t ‘ ge 
2 es daw : — - = Ni es ten ee ee” oe nigh eee ie — a 
vam % ie _ a cy a (et ee Coe * ee ahaa 2, : eee A ae es ee a eo 
ete a ae 2 — > a aie = Pe Ne ee Sie re ce es SE oe ag be 


LEFT: 

THE DIRECTOR MODEL of the Edison electronic voice- 
writer. This machine is equipped with the Quadraphone 
control unit with combination microphone-speaker. A four- 
way switch permits immediate adjustment for dictation, con- 
ference recording, and recording of telephone conversa- 
tions. According to its makers, Thomas A. Edison, Inc., 
West Orange, N. J., it has recording fidelity, generous 
microphone pick-up range, automatic volume control, and 
immediate play-back features. The dictator can dictate 
with both hands free. In a gray color which harmonizes with 
any style of office decoration, the director has a hard, fine 
grain crackle-finish. Stripping, handles, and trim are of 
chrome steel. A correspondence file is concealed at the 
bottom of the cabinet. 
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TEXAS BOLT COMPANY 

RIGHT: ERA ROS: 2ahe ae 
NEW CARBON FORMS. Two new lithographed Snap-a- A tee aoe e 
part one-time carbon forms are available from the Philip | : 5 LS ‘ee 
Hano Co., Inc., Holyoke, Mass. The first is a standardized : 
form made in five basic sizes. Up to eight part forms are at : rag 

available, numbered or unnumbered. The forms may have ; 

any copy prepared by user and may be printed front and 
back; standardization is limited only to the colors of the 
paper and the size of the form. Papers are white, yellow, 
pink, goldenrod, green, and blue, in that sequence only. 
Sizes range from 4!/4 by 7 inches to 8!/2 by I! inches. The 
second group covers bills of lading, both rail and motor 
freight types. Six body styles are available; customer may 
have items printed in the description area. Available in 
triplicate and quadruplicate in sizes from 5!/2 by 8!/2 inches 
to 8 by II. All sheets on white paper. Blue one-time 
carbons for pencil or machine writes are standard. 
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BELOW: 

DESK PERFORATOR from Cummins Business Machines, 
4740 Ravenswood Ave., Chicago 40. Has quick set rings. 
Convenient and compact; electrically driven. Automatic, 
instant perforation when checks, coupons, bonds, bond 
coupons, deposit slips, —— pass books, and other 
negotiable papers are inserted for cancellation. 
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3 omwet aes LEFT: 


gawet ries 
ot ; SAFEGUARD FILING OUTFITS to fit in any average let- 
ter-size file of one to four drawers. Has A to Z guides and 
miscellaneous folders, individual folders, gummed labels, 
out folders, cross reference sheets, and instruction sheets. 
Four different outfits for the four sizes of the filing system. 
Each outfit may be expanded by the purchase af additional, 
folders. From the Globe-Wernicke Co., Cincinnati, Ohio. 
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RIGHT: 


NINE-SECOND REPRODUCTION with this Ozalid Print- 
master made by Ozalid, division of General Aniline & Film 
Corp., Johnston City, N. Y. In addition to the ordinary 
work of reproduction, such as office forms and reports, this 
machine can make black-line prints of form letters whose 
typing can easily be matched by a typist; it can produce 
dry photos, continuous-tone prints; it can make full color 
advertising displays making possible the use of Kodachromes 
and Ansco transparencies at low cost. There are new trans- 
lucent materials which may be used with the machine. At 
the National Business Show all these operations will be 
demonstrated. 


. 
j 
a = LEFT: 
he wees SET FOR MEN. Master Metal now makes its appearance 
ves : Fa tegen > in the Sentinel line of the W. A. Sheaffer Pen €o., Fort 
' eee | ; Madison, lowa. Gleaming metal caps that resist scratching 
f H ~ eas : a contrast with the gold trim. The Sentinel DeLuxe is designed 
for the men who like a large pen and realize the advantage 
of a large ink capacity. 
=) 
LEFT: 
ORNAMENTAL SETS in combination of bronze finish, 
metal base, cover, and ornament, with matching plastic well 
ines, ~.. and pen with 14-karat solid gold point. There are a variety 
ings. | of ornaments, dogs, horse, colt, sailboat, and airplane. 
atic, a Other ornaments will be available soon. From the Gregory 
one : ; F Fount-O-Ink Co., 3501 Eagle Rock Blvd., Los Angeles 41. 
er : 2 
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DRI-RITE 


RIGHT: 


FOR BOLD, CLEAR WRITING the Brownie Mfg. Co., 195 
William St., New York 7, presents its new Brownie Dri-Rite 
brush pen. The pen is of metal construction and has a felt 
tip. Will write on any surface. Suitable for addressing, 
shipping, art work, and signs. Five styles of nibs, round, 
flat, chisel, pointed, and double, and five colors in the 
— instantly drying ink, black, red, green, blue, and 
purple. 
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RIGHT: 


EASE FOR THE TYPIST at work on this standard type- 


LEFT: 


THE SMUDGELESS PAGE. The Esterbrook Pen Co., 
Camden, N. J., presents this Dip-less pen set to enable the 
writer to write without the danger of leaky pen or spilled 
ink. This set is priced at $2.50. The pen will hold enough 
ink for a full page without dipping; points are resistant to 
wear and corrosion; points are securely held and may be 
quickly and cleanly replaced. The well holds a full bottle: 
any type ink may be used; is easy to clean; holds ink at 
proper level; ink supply is visible. Durachrome points in 
six styles are priced at 5 cents each or 50 cents a dozen; 
osmiridium tip points in four styles are 25 cents each. ° 


writer put out by the Royal Typewriter Co., Inc., 2 Park 
Ave., New York. Has automatic margin setting, touch con- 
trol by means of a dial, keys shaped to fit the fingers, auto- 
matic paper lock, accurate carriage controls, geared seg- 
ment shift, a no-glare finish, easy-running carriage, fractional 
and variable spacers, synchronized scales, 3-point paper 
feed, positive bichrome and stencil control, roller-trip es- 
capement. The machine has built-in features to give hushed 


operation. Available in an assortment of typefaces and 


separate keyboard arrangements. 


% 


LEFT: 

SELF-LOCKING POSTS for permanent binding are now available from 
W. R. Kline Co., 440-73rd St., Brooklyn 9, New York. The illustration 
shows how they are applied. Only a few simple operations are necessary. 
Regular K-Line binding posts are self-locking, and when inserted they can- 
not be opened without destroying or damaging the posts or records. 
K-Line binding posts are manufactured in six lengths primarily for binding 
sheets with /4-inch holes from | to 7/2 inches in thickness. Good results 
may also be had in binding papers with 5/16- or 3%-inch holes by using 
the regular K-Line posts together with fibre tubes. Posts retail at 3 cents 
each pin, any length or quantity. The fibre tubes retail at 8 cents for 
each twenty inch length. New special K-Line posts with removable heads, 
made in |'/2-inch, 2-inch, and 2!/-inch lengths only, are now available 
when temporary storage is desired. The special posts may be used 
with the regular solid-headed posts. Booklet and samples may be had 
on request. 


LEFT: 

EQUIPPED WITH A FOOL-PROOF PAPER GRIP, an out- 
standing copyholder improvement! The usual straight rod 
with rubber rings has now been replaced by a series of in- 
dividual spring-tension rubber-tipped grippers, which equal- 
ize like knee-action auto springs. Even where the binding is 
uneven, or paper fasteners make the copy thickness uneven, 
the Equi-Pressure paper grips on the Copy-Right will hold 
books, or sheets securely in place. The twelve-inch model 
illustrated has four such spring grips. Twenty and twenty- 
five-inch units for holding accountants’ work-sheets, and finan- 
cial statements, have five, six, or eight such grips. The tilting 
Copy-Right is self-supporting. It need not be fastened or 
secured to desk. It fits behind any standard typewriter. 
From the Copy-Right Mfg. Corp., 53 Park Pl., New York 7. 
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BELOW: 
BETTER VISION makes for accuracy. This new Liberty 


copyholder is inexpensive and practical. Stenographers, 
typists, billers, checkers, in fact, any office worker, can in- 
crease his efficiency by having a copy of reference material 
on a copyholder. Made by the Bankers Box Co., 536 South 
Clark St., Chicago 5. 


BELOW: 


VISIBLE FACTS with Handifax visible record cards. 
Handifax cards can be quickly attached together. When 
cards are assembled the visible margin on each card is '/2 
inch. This margin makes for easy indexing, tabulating, and 
color signaling. Cards may be taken out at any place in 
the sheaf of cards without interfering with the remaining 


ones. You can use, handle, and file them on edge like 
sheets of paper in ordinary manila correspondence folders. 
At low cost, you can have the many advantages of expensive 
visible records. The cards are available blank, ruled, or 
made into special card forms. They may be mimeographed. 
dittoed, or multigraphed and used for innumerable pur- 
poses. Detailed information may be had from the company. 
the Ross-Gould Co., 309 North Tenth St., St. Louis 1, Mo. 


RIGHT: 


THE EXECUTIVE'S VOICE comes clearly to the secretary on 
this Sound-on-Wire recorder manufactured by the Standard Busi- 
ness Machines Co., 542 South Dearborn St., Chicago 5. Dictation 
i$ recorded on wire without background noises; the one unit rec- 
ords, plays back, and erases; good for twenty minutes to an hour. 
Calibrated dial gives instant reference to any part of the recording 
and where it is necessary to correct, erasure and rerecording are 
simultaneous. Can be played back innumerable times without loss 
of clarity or tone quality. When finished with the recording it is 
a simple matter to erase it; recording wire may be used indefinitely. 
This unit weighs less than twenty pounds. Size, 16 by 9 by 9 inches. 


perétes on 110 volt alternating current unless specially ordered. 
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ABOVE: 

POSTING TRAY from the Visible Index Corp., 535 Fifth 
Ave., New Yerk 17. Large capacity. Accommodates cards of 
6-, 8-, 10-, Il-, or 12-inch heights and of any desired width 
and margin visibility; single units hold different heights and 
wae equal visibility, signalling, reference, and card control. 
rovides dual reference and can accommodate Porta-Trays if 
desired. Two compartments for 8-, 10-, Il-, and 12-inch 
cards; three for 6-inch cards. Drawers mounted on ball- 
bearing cradle-type suspension: drawers and tub covers have 
Yale locks. Cover opens to side. Has box drawers for 
inactive accounts or operator's belongings. Box drawers 
at slight additional cost may be equipped for recording 
where expansion is a factor. 


ABOVE: 

THE TELLING PUNCH. The Markwell Mfg. Co., 200 
Hudson St., New York 13, presents this Punchmaster to the 
world. Has Y-inch reach and '/g-inch hole; equipped with 
sliding adjustable gauge for exact spacing of holes. 
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ABOVE: 


SAVES PAYROLL WRITING TIME. Shown is the Pay- 
comptroller, made by the Business System Corp., 92 Liberty 
St., New York 6. The four records made by it include the 
payroll register, listing all active employees; the individual 
employees record of earnings; the receipt-on-envelope, for 
cash payroll or direct check without recopying; and the 
employee's record of earnings, distributed to every employee 
with each pay. A year's earnings for each employee re- 
corded on one card. Proof of accuracy of figures on pay- 
roll journal is proof of accuracy of all records, since all are 
written simultaneously. The writer keeps one manual writing 
position, whether he writes on the first or last line. Adapt- 
able to all types of payrolls, be they by time, week, piece 
work, or commission, or where tips and meals are a factor. 
Special forms are made to fit unusual requirements. Pre- 
listing of names on payroll journal sheet is unnecessary. The 
Paycomptroller complies with all state and federal require- 
ments. According to the company, the forms do not slip 
“ _ and it is easily operated. There are no carbon 
sheets. 


BELOW: 


STREAMLINED PACKAGE DESIGNS. All Niagara 


REQUIRE NO MOISTENING. _ Pres- 
sure alone applies Maco Press-To-Stik 
Labels. Quickly affixed or removed with- 
out marring surfaces. Suitable for label- 
ing plastics, cellophane, glassware, 
smooth leather, metals, and all clean, 
dry, smooth surfaces. Available in four 
stock sizes, printed with border and per- 
forated, 1000 labels to a roll, packed in 
glassine envelopes, single roll to a box. 
Press-To-Stik Labels also made to order 
in any size or shape, plain, or printed 
in any color of ink, cut singly or in rolls. 

Manufactured by the J. L. May Co., 
111 West 19th St., New York II. 


LEFT: 


THE NEW EAGLE ORBIC, recently introduced by the 
Eagle Pencil Co., 703 East 13th St., New York 9, retails at 
$10, free of federal tax. Features an automatically-controlled 
pressure ink feed, permanent ink that is true blue-black, and 
a precision-made ball-and-socket that writes smoothly at any 
normal writing angle. Has streamlined pyralin barrel, non- 
tarnishing cap of solid stainless steel, and its patented Vise- 
Hold clip reinforced with spring steel to grip any thickness 
of fabric. 

The ball-and-socket, the supply of ink, and the pressure 
feed are all contained in one sealed unit. When the initial 
supply of ink is exhausted, you simply remove the old unit 
and install a Renew-All unit for new-pen performance. 


Matched Process duplicating supplies are being packaged in 
a brilliant new blue and white streamlined design with 
silver and blue labels to match. The Niagara Duplicator Co., 
124 Main St., San Francisco, commissioned Norman F. 
Steuer, noted western industrial designer, to restyle the 
packaging of the company's products. 


NIAGARA 


Corereyien 


tenet ae SR rrcriow 
FLwio 4 x 4 AUD 7 ABOVE: 

W]e a BACK AGAIN. Higgins non-tip bottle 
base and rubber dropper stopper for 
use with Higgins American drawing inks. 
From the Higgins Ink Co., 271 9th St., 
Brooklyn 15, N. Y. 
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RIGHT: 


THE TIRELESS HELPER. The new Glue-Fast moistener 
is a combination label, stamp, and envelope moistener. 
Capable of handling any thickness of paper, and labels up 
to 4/2 inches wide. Waterproof base, two wick rollers, and 
a chromium ‘adjustable guide, the right-hand corner of which 
is arranged to date envelop Because of this 
envelope feature, glued surfaces are moistened smoothly 
and evenly without wetting the outer surface of the flap. 
Envelopes do not stick together. This moistener operates 
by the flick of a finger. Black typewriter finish. From the 
Glue-Fast Equipment Co., Inc., 9 White St., New York 13. 


, an 


BELOW: 

ATTRACTIVE APPEARANCE. This pencil has been de- 
signed by the Columbia Pencil Co., 2? West 17th St., New 
York, to meet the consumer's taste in packaging, design and 
quality. Called the Columbia the pencil has deep jet 
barrel and gold-plated fittings; packaged in plastic presenta- 
tion case. . To retail for $2.25. 


\ Gower eer aaw yor 


RIGHT: 


FOR GREATER EASE in operating, the Burroughs Adding 


LEFT: 

LONG, SHORT, THICK OR THIN, envelopes can be 
opened quickly and safely with the new Lightning letter 
opener. Sorting into envelopes of similar sizes is not neces- 
sary with this new machine. All sizes slip through without 
adjustment. Patented streamlined guides bring the en- 
velope square up to the back plate and prevent clipped 
corners. Has a double action feed belt that not only carries 
the mail through the machine at a high s (500 letters 
each minute) but, through a timed side rolling motion, holds 
the envelope squarely to permit the cutters to shave on!y 
a hairbreadth of the envelope edge with complete safety 
to contents. Finished in duotone black, gray, and chromium. 
From the Bircher Co., Inc., 192 Mill St., Rochester, N. Y. 


LEFT: 
WITHOUT SNAGS AND TEARS. The Arma snagproof 


paper clip shown here is manufactured by the Pittsburgh 
Cut Wire Co., 1112 Galveston Ave., Pittsburgh 12. Suitable 
for use on films, textiles, lithographs, and other materials 


where it is important that the material be undamaged. 


Machine Co., Detroit, has completely restyled the Burroughs 
calculator. This postwar model has dials that are easier 
to read than before and an improved direct subtraction 
lever. It is a duplex machine which accumulates individual 
totals and a grand total at the same time. Has non-glare 
case and keyboard. 
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BELOW: 

UNDER CONTROL. When matter is out of the files 
it is often difficult for the file clerk to keep track of it. To 
take care of the difficulties which arise in such a case. 
Wabash Filing Supplies, Inc., Wabash, Ind., is offering this 

pact and pl follow-up system. It provides a record 
of all matter that has been taken out of the file and auto- 
matically brings to the attention of the file clerk all matters 
that should be attended to later. A booklet explaining the 
system comes with it. 


— a : 


ABOVE: 


WAR BORN electronic developments are incorporated in 
the new Executive intercom unit, made by Executone, Inc., 
415 Lexington Ave., New York 17. A new audio-amplifier 
circuit, a specially designed Alnico speaker, life-time neon 
pilot lamp, and Vinylite insulated moisture-proof interior 
wiring are among these developments. Used in a system of 
twelve stations, this unit provides facilities for private, two- 
way voice communication, with any combination of eleven 
other similar executive or staff stations. By flicking a toggle 
switch, an executive can receive calls and reply without having 
to approach the unit to depress the talk key. Users of remote 
or trumpet type staff stations can also reply without having to 
approach their station. An automatic light signals when the 
station called is busy. Any two stations in the system can 
carry on a private conversation. This new unit is housed in 
a hand-rubbed walnut cabinet, and has harmonizing plastic 
controls and bronze escutcheon. It is 10'/ inches high, 9!/2 
inches wide, and 9 inches deep. 
BELOW: 
DESIGNED FOR EVERY POCKETBOOK. The Stratford 
Pen Corp., 44 West 28th St., New York, offers this stream- 
lined pen with one-stroke lever filler, patented recessed 
clip, and 7" ink capacity. Available in duotones and 
id colors. To retail for $l. 


BELOW: 
IN ONE OPERATION. The outstanding feature of the 


new collating writing board for writing payrolls in one oper- 
ation is the sliding and notched bar. To this bar is attached 
the payroll register. The operator moves it up one notch 
for each entry. Writing is always done in a natural position, 
at center of the aluminum board. A heavy cellulose shield 
protects the bottom records ftom smudging. The permanent 
employee's payroll records are of heavy cardboard stock. 
Check and record are removed at the same time after each 
entry. Made by the McBee Co., 295 Madison Ave., 
New York. 


Aevre: 


DE LUXE DOUBLE WRITING SET 
from Almac Plastics, Inc., 230 Fifth 
Ave., New York. Highly polished, 
Lucite and Plexiglas. in clear crystal 
and jeweltone colors, amber, green, rose, 
blue, and other rich hues. 

Has two streamlined quality fountain 
pens, letter and a holder, and 
perpetual ca 
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A. Devaney. Inc., N. Y. 


Answer to Office Help Shortage: 
G. |. Student Part-time Workers 


By Herbert H. McCormick 


Formerly Personnel Manager, Eagle, Globe & Royal Indemnity Companies, Los Angeles 


* FACED with a fast diminishing supply of of- 
fice workers, it was the young ex-serviceman, 
ever alert, ever industrious and ambitious, who 
came to our rescue in this area. With his assist- 
ance office people have been able to stem the tide 
and regain control of a situation which came 
close to getting away from us. 

We were indeed confronted with a tough prob- 
lem. During the six months from December to 
May there was a terrific increase in business. As 
far as we could see ahead, it was going to con- 
tinue. Added to that was the shortage of type- 
writers and desks. It was, and still is at this 
writing, almost impossible to buy or rent either 
of these items. Therefore, the only solution was 
to devise some plan whereby we could get the 
maximum use out of the present equipment. 

This meant a night shift, but where could one 
get employees to work off hours? That was out of 
the question. With all employers crying for assist- 
ance and getting no results, what chance had we 
of getting anyone to work evenings. Here was a 
locality with more than 129,000 unemployed 
drawing unemployment payments, and excellent 
clerical, typing, and general office jobs going beg- 
ging. It was a hopeless picture. Many companies 
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had discussed ways and means of solving the 
dilemma without success. No one had been able 
to fathom this strange situation and in the mean- 
time the back orders and the accompanying de- 
tails continued to pile up in every office in the city. 

It was during this period that a young ex- 
soldier dropped in on me regarding a place in our 
on-the-job training program, which had been in- 
augurated early last fall and is now working out 
very satisfactorily. This young chap had with 
him a friend whom he introduced as a student 
in the nearby university, attending school under 
the provisions of the G.I. Bill. We got to talking 
about the course he was taking and what he 
planned to do in the future. The conversation got 
around to living costs, the monthly allowance 
granted him by the government, and finally to 
just how he could augment this income by doing 
some outside work. 

This was it! The student explained that his 
schedule of classes gave him Tuesday and Thurs- 
day afternoons free and all day Saturday. He 
would be glad to work these two afternoons and 
evenings and was anxious to get in a full day on 
Saturdays. A workable plan came into being 
right then and there. (Turn to page 112B) 
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PURCHASE ORDERS (PINK, No. 5) FORM NO. Dept. LANDSCAPE 
dui 
DESCRIPTION Pink, printed form with series number, 83 x 11 , PERMANENT COPIES” 
RETENTION PERIOD 2 years Division of Accounts 
RETENTION LETTER 2/9/42 Division of Purchases 
BOARD MEETING 2/10/42, Insert No. 5 
DESTRUCTION ENVELOPE No. 22, Item 9 
RECORD OF DESTRUCTION REASON FOR DESTRUCT1ON—REMARKS 
DATE OF MATERIAL || FILED Numerically METHOD OF DATE ADDITIONAL 
DESTRUCTION DESTROYED INFORMATION 2/9/42 - These records are 
FROM | INCLUDING FROM INCLUEING used in daily work, end since 
1935 19390 ‘ Baling & Selling 2/19/42 |approximately 10,000 bo cage Dp pe i hry 
™ , 
1940 90000 | 106000 | Baling & Selling 3/26/43 |From Case 2-106 ee ee 
1257 12128 || Baling & Selling 1/2/44 [From Case E-107 
12200 20499 || Baling & Selling 1/2/45 /|From Case‘E-108 
20614 26845 |i Baling & Selling 1/2/46 |From Cade 2-108 
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RETENTION SCHEDULE AND RECORD OF DESTRUCTION 


% WHEN the people of Chicago voted to con- 
solidate the twenty-two existing park districts into 
one, the new agency, the Chicago Park District, 
inherited not only all the financial and manage- 
ment problems of those districts, but also their 
records. During the first few years of consolida- 
tion, little attention was paid to the records out- 
side creating a good many new ones. There was 
too much work to be done in effecting the con- 
sOlidation of the superseded agencies to pay much 
attention to anything else. 

When a new building was erected, however, to 
house the administrative offices, a large room, 
24 ft. by 110 ft., was set aside as the archives 
section and rows of steel transfer cases were 
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Fig. |—Destruction authorization form 


A Records Destruction Program 


By Freida Kraines 


Records and Library Supervisor, Chicago Park District 


placed from one end to the other leaving only a 
space in the center for the workers. The cases 
were placed in double rows, back to back. [here 
was room for two such double rows besides the 
shelving and drawers arranged along the walls. 
There are at present, 2,448 letter and legal size 
transfer cases, as well as 563 shelves, plus 180 
small steel drawers about check size. Each aisle 
is named by a letter and each drawer and shelf 
has an individual number. The general index ti 
the material shows these letters and numbers s¢ 
that a reference to aisle B, drawer 246 is compar: 
atively easy to find. 

The material is indexed by division and then by 
item. The index is housed in a visible file and eac 
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_drawer is labeled with the name of a division. 
There is a card then for each item and these are 
alphabetically arranged. (See Fig. 2) 

Even though a dest-yction. program was em- 
barked upon immediately after moving into the 
new building, it was soon seen that more space 
would be needed so an additional room, 10 ft. by 
145 ft., was built in the sub-basement. Some 442 
shelves were erected, each capable of holding two 
transfer boxes. 

Some general policies were laid down in the be- 
ginning to facilitate getting rid of some material. 
Mimeographed and printed material could be 
thrown away without any formal authorization. 
A record of its destruction, however, was kept. 
Copies of forms which did not have added in- 
formation could also be destroyed. At first we 
were interested in just getting rid of the moun- 
tains of obsolete records, but soon we realized 
that to the destruction authorization we could 
also add a retention period which would take care 
of that particular record for all time and establish 
a regular destruction program. 

Because we are a public agency and also be- 
cause we wish to protect our own actions, most 
destruction is authorized by our board of com- 
missioners ; that is, a formal request must be pre- 
sented at a regular meeting and approved before 
we can go ahead. Of course, all the work of pre- 
paring the request and getting the views and 
consent of the people involved is done before the 
request is presented to the board. 

Sometimes the department head writes a letter 
to the office manager recommending that material 
be destroyed. More often, the archives section 
sends a schedule to the department head listing 
his material with samples attached and request- 


ing his recommendation for retention and de- 
struction. When the department head has given 
his recommendation, a conference is held with the 
office manager to determine if he has any changes 
to suggest. A conference is also held with the 
legal department at this point to see if there is 
any possible legal implication in the records. 

The formal authorization for retention and de- 
struction is written and is signed by the depart- 
ment head, the office manager, the legal depart- 
ment, and the general superintendent. It is after 
all this is done that it goes to the board for final 
approval. 

After this approval has been secured, the mate- 
rial is pulled and placed in large bags to be taken 
away and sold for waste paper. Material of a 
confidential nature is shredded and immediately 
bound into bales. A destruction authorization 
form (see Fig. 1) is made out for each type of 
material and a sample is attached. The entries 
for these records are removed from the general 
index since the destruction authorization form 
contains all the details and it is felt that there 
is no need of duplicating it. Besides, we believe 
that the index should contain entries for only 
that material which is actually in the transfer 
files. 

All letters and formal papers relating to the 
destruction are stapled together and filed by an 
assigned number. This number is entered on the 
destruction authorization form. A number is used 
because there is no one determinable heading 
under which to file these papers since the author- 
ization usually includes a whole list of material 
to be destroyed and seldom one item. 


(Turn to page 112A) 


Fig. 2—Archives index form 


ARCHIVES INDEX FORM 


or Letters 
Aisle| Shelf Description of Records From To From To 
G 241-243 | Vouchers (Green) 1936 A z 
G 247-248 bad e 1937 A 4 
G 286-287 Ld * 1938 A r4 
G 290-291 . . ° 1939 A v4 
G 339-340 e e 1940 A Zz 
F 255-256 e bed 1941 A Zz 
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% MAYBE it was because it struck so close to 
home, but I still get a chuckle when I remember 
a cartoon that appeared in one of the national 
magazines some time ago. An employee was 
standing in front of the paymaster’s window and 
the caption read: “Now let’s see. Insurance, 
$2.37; bonds, $10.00; social security, 42c; income 
tax, $7.85; vacation fund, $10.00 —that makes 
you owe us $3.87.” 


Fig. 2 


How Central Ohio Paper Co. uses collating writing board. Fig. |. 


Making Payroll Work Pay Off 


By Paul A. Tracy 


Comptroller, Central Ohio Paper Co., Columbus, Ohio 


I’m grateful to the cartoonist for the laugh 
because every office manager will agree that as 
one payroll deduction after another piled up, it 
was no joke. While we’re on the subject, how 
about at least a slight bow of recognition to the 
thousands of office managers, office workers, 
equipment firms, and methods organizations that 
have done a bang-up job the past few years under 
impossible conditions. The engineers, welders, 
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war workers, and others have had their pat on 
the head for a miraculous job of home-front pro- 
duction during the war. Management will admit 
that the job would have been impossible if the 
office hadn’t come up with the facts. 

About the time that “pay-as-you-go” was intro- 
duced, in many an office it was muttered: “It 
can’t be done.” But it was done, though admit- 
tedly in most offices in a manner about as old- 
fashioned as the horse and buggy. Thousands of 
organizations are still struggling with the prob- 
lem, resulting in late payrolls, decreased office 
efficiency and rapid turnover of office personnel 
who get fed up. 

At the Central Ohio Paper Co. we feel that we 
have the problem licked. We are now using a 
McBee collating writing board. One entry, and 
presto, all our payroll information is recorded on 
the employee’s check or cash statement, on the 
payroll register, and on the employee’s permanent 
payroll record. The beauty of it is that the equip- 
ment is simple. Several girls in our office are c1v- 
able of using it. Just one demonstration and we 
have a new operator. All that’s required for 2 
girl to operate the board is normal intelligence. 
It means, also, that we aren’t dependent on one 
operator as is true in the case of more complicated 
payroll equipment. A case of “sniffles” doesn’t 
have to mean a late payroll. 


How it works 


Here’s how it works. A set of employee’s per- 
manent payroll records is loaded on the board 
(Fig. 1) with the center or “gold peg” opposite 
the payroll period. Because it’s the bottom record 
the card can be of heavy durable stock. The cellu- 
lose shield which shows in the photograph pro- 
tects the cards from smudging. 

Next the payroll register is placed on the board. 
(Fig. 2) This is done only once for each set of 
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employee record cards. If yours is a small payroll, 
of course, you will have to do this only once. 

Now, the first employee’s check or cash record 
is put on the board (Fig. 3) with the top edge of 
the check opposite the “gold peg.’ This becomes 
the fixed writing position as the payroll journal 
moves up a notch each entry by using the lever 
to the right. The operator is always writing in a 
natural, comfortable position. 

After an entry the check or cash statement and 
the employee’s permanent record is easily re- 
moved in one operation (Fig. 4). The top edge of 
the check or cash statement has a Waxspot block 
on the back which transfers clear legible figures 
to the payroll journal. Carbon paper between the 
journal and the employee’s record cards. trans- 
fers the figures to the latter. 


Ready for next entry 


By moving the lever one notch (Fig. 5) the 
payroll register moves up one space and the board 
is ready to receive the next entry. The board is 
precise in its action and the forms are tailor- 
made by the manufacturer for each individual 
organization so that collation is perfect. Some 
firms may not need as large a payroll register as 
others, but the board will work up to the last 
notch in perfect alignment. 

Payroll writing today at the Central Ohio 
Paper Co. is little more complicated than in those 
long-forgotten days when an employee who made 
$40.00 a week actually got a check for that sum. 
It’s only one more step in the modernization of 
record-keeping. In this writer’s opinion, the 
future of any organization is only as bright as 
the efficiency of its bookkeeping. In these days 
management must have facts and it’s mighty un- 
healthy to tolerate methods that will not pro- 
duce them fast enough. 


Fig. 5 
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Let's Not Leave Pools to Chance °- 


Eprror, OrFIce MANAGEMENT & EQuIPMENT: 

Mr. Stricker starts off his treatise on stenographer pools 
by quoting statistics. Permit me to start off mine with 
definitions. My Funk & Wagnalls defines “Pool” three ways. 
One—a body of water fed by streams; Two—a common 
fund for the common good; Lastly —it defines pool as it 
pertains to gambling. 

Mr. Stricker starts off with the gambling definition of 
pool and ends his article on the same note. I will take 
Funk & Wagnall’s definition No. 2—a common fund of 
good stenographers for the common good of the organiza- 
tion. This kind of pool has been found to be very workable 
and an excellent means of getting out letters and reports 
on time. 

The pool consists of ten stenographers under a supervisor 
and their services are open to any department that finds 
itself in need of such services. Mr. A does not have the 
privilege of asking for stenographer C —he takes the lady 
assigned to him. When he wants a stenographer, Miss C 
may have a whole book full and it would upset the schedules 
of the pool to pick and choose. The assigning is under the 
direction of the supervisor. With this arrangement, each 
gets a sample of the work done by each department; she 
can take stenography from the type of man who mumbles 
into his whiskers, from the man who paces up and down, 
from the efficient, crisp dictator to the other extreme who 
doesn’t know how to place one word after another. 
Operating this way, each person in the pool knows the 
personnel of every department, knows what each depart- 
ment is doing, and gets an over-all picture of the whole 
business organization. From this pool come the private 
secretaries. The private secretary of Boss A decides to get 
married and will be leaving next month. Boss A does not 
have any trouble breaking in a new secretary—the pool 
takes care of that. He picks one of the girls and she be- 
comes his private secretary. She does not have to be broken 
in—she has taken his dictation many times. She knows his 
methods of dictating, his moods, and the terms used in his 
department; she knows the personnel of the whole organ- 
ization, so that when her new boss dictates to her, the names 
of the persons addressed are personalities, people she knows. 
It is all as simple as that. 


permit the accumulation of a backlog is to invite 
confusion and delay. At 3 p.m., clerks are detailed 
to the first class mail board as the volume of 
collected mail builds up. By 6:30 the mail rooms 
are cleared for the day. 

A word about internal “special delivery”. 
Material of great importance which must be given 
special and immediate handling is marked “Rush” 
and put in a special pouch as soon as received by 
the mail room. The pouch makes the next trip 
of the mail car liaison. 

The volume of mail handled by the twenty-four 
employees of American’s two mail rooms can be 


‘86 OFFICE MANAGEMENT AND EQUIPMENT 


Letters From Readers 


From Mr. Stricker’s article, I get the impression he thinks 
that all good-looking stenographers are also good secretaries 
and that all dowdy ladies are poor secretaries, and that de- 
partment heads or those in authority are forever finding 
fault and bickering. On the contrary, from twenty years’ 
experience, I find that office people are reasonably decent, 
willing to do a day’s work, and willing to cooperate. By 
the same token, they expect those who are their supervisors 
to have the same amount of give and take—and when you 
have this, you have a unified, co-operative organization. 

You will see from the above that the gambling definition 
of pool does not enter into our interpretation. It is a pool 
of willing workers, gaining a complete knowledge of the 
corporation by whom they are employed, who have before 
them the knowledge that any day they may be assigned 
permanently as a private secretary, and that they are not 
subject to any “odds” on their chance for advancement. 

Down-town Manhattan 


Epitor, OrFrice MANAGEMENT & EQUIPMENT: 

I have read with a great deal of interest the article “Let’s 
Leave Pools to Chance” by A. H. Stricker, which appeared 
in your August issue. 

We think that Mr. Stricker has over-emphasized the mat- 
ter of “in-the-interest-of-economy” in his article. We are 
now in the process of setting up a pool after having given 
consideration only to the benefits, other than economy, that 
will accrue to us. 

Our experience during the past year has been that in the 
absence of a pool an individual department will work under 
either a feast or famine basis; also that these periods rarely 
occur at the same time within different departments. A pool 
can be the only logical answer to a condition of this kind. 

It may well be that we will also realize a more economical 
operation. If so, it will be a dividend that we had not anti- 
cipated. 

J. W. Turner 


Eprtor, OrFIcE MANAGEMENT & EQUIPMENT: 

“The Coffee Hour” in the August number of your maga- 
zine is a very strong argument in favor of rest periods, yes? 
My experience was that practically all the practices com- 
plained of in “The Coffee Hour” are postponed and taken 
care of during the rest period. 


Archer Gibbons, Newark, N. J. 


Airline Mail Room 


(From page 72) 


demonstrated by a few figures: 

(1) In one day between 5,000 and 6,000 pieces 
of incoming first class and airmail are received. 
A like number is picked up, stamped, taken to the 
Post Office and dispatched. 

(2) In one day, almost 19,000 pieces of com- 
pany mail are received from or dispatched to 
American’s out-of-town branches. 

(3) In one day, almost 19,000 pieces of com- 
pany mail from one office location to the other, 
in New York, are picked up and delivered. 

Total: more than a million pieces of mail 
handled in a month! 
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RIGHT: 

LATEST ADDITION to the rapidly growing line of modern 
filing equipment made by the Rockwell-Barnes Co., 35 East 
Wacker Dr., Chicago |, is the Rock-Elite desk tray. Made 
of scratch-proof, chip-proof plastic. Primarily for standard 
size letterheads, but will also accommodate file folders. 
Slopes downward to the rear, automatically aligning con- 
tents; tray surface is ribbed to eliminate fumbling for bot- 
tom sheet of contents; ample, cut-out opening is curved 
to permit easier access; fluted, non-slip tier posts are 
located on sides midway between front and rear to reduce 
obstruction. Available in walnut finish. Designed for Rock- 
well-Barnes by Charles E. Jones & Associates. 
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ABOVE: 
FOR FIGURING OVERTIME quickly and correctly for 


piece work and other incentive methods, Rway, Inc., 107 
Fourth Ave., New York 3, designed the Rway overtime cal- 
culator. Originally planned for use in several divisions of 
Rway industries. The complete calculator is bound in fab- 
ricoid and plastic, and includes sixty pages of tabulated, 
finger-flip reference charts which provide the key figures 
for one-step computation of any overtime payroll problem. 
This calculator is simple to use. Price, $15 a copy. 


ABOVE: 


HURRY UP PENCILS, designed by the Tec Pencil Co., 
3512 Helms Ave., Culver City, Calif., manufacturers of the 
Tec precision drafting pencils and distributors of Tec draw- 
ing lead. The Tec Editor is designed for everyday use. 
With either graphite or choice of 9 color leads. The Tec 
Checker is a double-end pencil for those doing fast work 
and needing a two-color pencil. Graphite may be substi- 
tuted for one color. Leads may be easily withdrawn in either 
pencil to prevent breakage or discoloration of purse or 
pocket. Refill leads obtainable in handy tubes. Can be 
gold stamped. 


RIGHT: 


ELECTRIC CONVERSATION. These telephone book cov- 
ers have a double purpose. They have a framed removable 
telephone list with cellophane window. Made of sturdy imi- 
tation leather. In sizes 20!/2 by II'/, and 19/2 by II". 
From the Beckhard Line, 200 Fifth Ave., New York 10. 


NEW THINGS in the NEWS 


ABOVE: 


NEW AND STREAMLINED. A post-war model desk add- 
ing machine from L. C. Smith & Corona Typewriters, Inc., 
701 East Washington St., Syracuse 1, N. Y. Mechanism en- 
closed in a case of modern design and color. A tape 
ejector advances the tape to tear-off position on a single 
stroke. Replacing both tape and ribbon is greatly simpli- 
fied. Automatic clear signal which shows on the tape with 
the first figure put in the machine. Has a full keyboard 
with a capacity of 99,999.99 and a total capacity of 999,- 
999.99; a single stroke total, sub-total key, repeat key, 
column as well as overall correction keys. Hand operated. 
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ABOVE: 


FOR OFFICE USE. The Art Steel Sales Corp., 300 East 145th St., 
New York 51, offers two new items for the office. The Futura junior 
filing system for office and home use consists of two filing drawers, 16 
inches deep; equipped with Asco build up feature to provide for ad- 
ditional units; silver grey finish; list price; $28.60 f. o. b. New York. The 
Rotarian plastic letter tray is made of Phenolic in letter and legal size; 
top tray removable; rotary swivel action; has two rubber bumpers and 
four plastic bumpers to prevent marring of the desk; finished in walnut; 

ackaged in sets of two trays with bracket and post in additional carton; 
Fist price, $4.95 a set. 


ABOVE: 


A NEW VERSION OF the ball-point pen, which combing 
desk set and pocket functions in one unit, has been intro 
duced by the Reynolds Pen Co., 1550 North Fremont St 
Chicago 22. The Packet pen can be converted into a dei 
model by attaching a lightweight base, one inch in diametep 
to the top of the pen. It can be reconverted to a poci# 
model by unscrewing the base and replacing it with | 
‘ABOVE: small cap. Has all the other features of the companyi— 

HATCHING STENCILS. This Instrumaster development regular ball-point pen. 
has precision slots and accurate graduations to allow prop- 
erly located and evenly spaced hatching. Available in two 
sizes from the John R. Cassell Co., Inc., 110 West 42nd St., 

New York 18. The company is distributing an interesting 
booklet entitled Axonometric Drawing. The Universa! Picture 
Language, by Paul F. Boehm. 


LEFT: 

HOW TO SPEAK SOFTLY. The Hush-A-Phone Corp., 
West 16th St., New York, is presenting this phone servi 
for privacy and more efficient operation. According to 
company the important tones of the voice are qui 
directly into the transmitter of the phone and distorting 
tones are conducted into an absorbing chamber filled wi 
minute glass fibers. The company says that important speed 
frequencies (those between 800 and 2,000 cycles a second 
are transmitted with five to thirty times more intensity the 
in the old model. Old models can be reconstructed to it 
corporate the improvement. The new model is available it 
both E-| and F-I handset phones. 


LEFT: 


FOR GREATER EFFICIENCY and. economy in soap dis- 
pensing equipment the Bobrick Mfg. Corp., 1839 Blake Ave., 
Los Angeles 26, is offering this new Bobrick powdered soap 
dispenser. Made of heavy gauge steel with a white baked- 
enamel finish; has a one-quart capacity and delivers a 
measured quantity of any type powdered or small flake 
soap at each press of the plunger. An agitator spring pre- 
vents caking and assures even delivery. Designed to insure 
against corrosion with any type soap, the unit illustrated is 
being produced in both commercial and home models. 
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BELOW: 

AUTHENTIC COPIES from the Tornado duplicating 
machine made by the Breuer Electric Mfg. Co., 5100 North 
Ravenswood Ave., Chicago 40. Takes up little space; plugs 
into any electric outlet; combines photo-copy, printing, 
and drying; printing speed averages six square feet in three 
minutes or less; time control on large model prevents over 
or under exposure and automatically turns off light; prints 
in full daylight or at night; no dark room needed. Four 
models available. 


ABOVE: 

LIGHTNING ARITHMETIC. This calculator presented by 
the Marchant Calculating Machine Co., Oakland 8, Calif., 
has a speed of 1,300 counts a minute. Fully automatic, it 
performs multiplication, division, addition, subtraction, and 
combinations of these operations. A similar but smaller 
— is also available. Has automatic selective clear tab- 
ulation. 
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to a pocte PRACTICAL STACK TRAYS from Maso Steel Products, 
) it with 418 South Clinton St., Chicago 7. The single units can be 
> company stacked ten high and join without nuts, bolts, or screws. 
Made of heavy gauge metal in green, brown, or grey. 
Shipped knocked down. Packed 12 single units to the carton 
with three sets of rubber feet. Available in letter size only. 


ABOVE: 

EASY TELEPHONING. Tel-Eze, the snap-on tele- 
phone index manufactured by the Le-Shore Corp, 
47-30 Vernon Blvd., Long Island City, N. Y., snaps 
right on any type of desk phone. Bothersome search- 
ing for telephone numbers in books hidden all over 
the desk is eliminated. Made of sturdy, non-inflam- 
mable plastic. No tools are necessary to attach it. 
With each Tel-Eze comes a set of alphabetical index 
cards and a pencil. Refills are available. 
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RIGHT: 


THE EXECUTIVES COMPANION. The Zephyr American 
Corp., 2 West 46th St., New York, presents the Deskmates, 
a specially packed combination set consisting of a plastic 
autodex and a swivodex in matching colors as well as a re- 
pl + section for the pen. Available in ebony, burg- 
undy, walnut, and ivory. List price, $6. 
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ABOVE: 


A LONG, LONG TIME. This is the Van Cleeve sapphire- 
point pen produced by the Cleevelandt Corp., 33 West 46th 
St., New York 19. The company says that it will write up to 
five years without refilling. Writing is done with a synthetic 
sapphire that revolves in a socket. The sapphire is non- 
porous and non-corrosive and is uniformly hard. Pen opens 
and closes with one hand and is refilled by injecting special 
Van Cleeve ink supplied in large collapsible tubes like 
toothpaste. 


BELOW: 


HELP FOR THE PHOTOGRAPHER. The Lawrence Engin- 
eering Service, 41 Morgan St., Peru, Ind., presents the 
Lawrence calculator for photoflash lamps, a slide rule type 
of calculator which instantly gives the correct lens aperture 
for any film speed. To be used with G. E. and Westinghouse 
photoflash lamps. Available with advertising copy on the 
back in quantities of 100 or more. 


BELOW: 

FOR USE WITH continuous business forms. The Duoii- 
Typer, multiple ribbon attachment, is a light steel frame 
which rests on the typewriter platen, and carries inked rib- 
bons, positioned between the forms. As each set of forms is 
completed, rolled forward, and torn off, Dupli-Typer rib- 
bons remain in typing position, ready for use on the next 
set. Eliminates carbon paper, and speeds up production, 
says its maker, the Dupli-Typer Co., 460 Fourth Ave., New 
York 16. Models are available for bookkeeping machines 
used for cycle billing. A special attachment for use on 
Addressograph machines is also available. 


ABOVE: 


THE MODERN STICK FILE. The Pengad Mfg. Co., Pen- 
gad Bldg., Bayonne, N. J., presents its new modernistic 
file. Solid cast brass base; burnished finished and lacquered; 
detachable brass base which will not rust and has two holes 
for easy mounting; removable threaded steel rod, cadmium 
— which can be bent to any shape before attaching to 
wall. 


ABOVE: 


THE STENO'S COMPANION. This steno kit comes from 
the Sanford Ink Co., Chicago 7. It contains Solvene type 
cleaner, a fountain brush, and a refill bottle. Solvene is 
non-inflammable and dries immediately. The kit retails for $1. 


OFFICE MANAGEMENT AND EQUIPMENT 


LEFT: 

FRENCH CURVES with bevels on all working surfaces are 
now available in a convenient package of 8, from the C-Thru 
Ruler Co., 385 Capitol Ave., Hartford, Conn. The bevels, 
a C-Thru innovation, allow artists and draftsmen to draw 
with the maximum of fresdom, without fearing blots and 
smudges. Made of a sturdy, water-clear .105-inch-thick 
plastic, that is non-inflammable. 
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Consultants’ weekly experience meeting at New York Telephone Co. Left to right: Mrs. Fick, Miss 
Schlegel, Miss Peppel, Miss Jordan, Mrs. Frese, manager, Mrs. Arnold, Miss Wehnes, Miss Thain 


For Better Telephone Usage 


By Alice Cambridge 


% EXPERT surveys of telephone service with 
recommendations for increasing good perform- 
ance, and the training of employees in correct 
technique and friendly “tone” are today carried 
out by the New York Telephone Co. without 
charge at the request of large business organiza- 
tions, including banks, brokerage houses, offices, 
airlines, railroads, and department stores. 

This service, directed by Mrs. Gertrude H. 
Frese, who has trained a group of telephone con- 
sultants, enables clients to save many man hours 
through greater efficiency in handling calls and 
invariably benefits sales, general accomplish- 
ment, and good will. Naturally, it also makes for 
a happier, congenial atmosphere within an or- 
ganization, through smooth, pleasant phone serv- 
ice. And realization of the value of courtesy in 
speaking over the telephone is reflected many 
times in greater attention to courtesy in office 
relations. 

In many offices, shops, and other places of busi- 
ness—for example, in some 28,500 in New York 
City—telephone calls pass through private branch 
exchange switchboards (PBX) on the premises 
of these concerns. It is estimated that more than 
half of all telephone calls in New York City either 
originate or terminate, or both, in such switch- 
boards. So the quality of service rendered by the 
attendants at these boards has a large part in 
determining how efficiently as well as courteously 


r, 1946 


business and professional concerns deal with the 
public. 


(Turn to next page) 


Miss Frieda Wehnes, Customer Service Consultant, demonstrating 
proper use of head set and chest transmitter. Miss Alice Thain, 
Customer Service Consultant, serves as model 
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Mrs. Frances Arnold, Customer Service Consultant, addressing a 
group on telephone technique 


A saving by the extension users of only twenty- 
five seconds per call, on a switchboard handling 
an average of one thousand incoming and out- 
going calls daily, mounts into six or seven saved 
man hours, as well as telephone hours, Mrs. Frese 
points out. Savings frequently run as high as 
fifty hours. 

Programs of training in correct technique and 
tone of service, similar to those planned by the 
New York Telephone Co. for business houses, are 
also provided for secretarial and business schools, 
among them the Katherine Gibbs and Packard 
Schools. The latest development is the prepara- 
tion of a manual and course of instruction in tele- 
phone practice in cooperation with the New York 
City Department of Edueation for use in high 
schools. 


Expansion of facilities 


The company’s expansion of educational and 
training facilities results partly from the out- 
standing performance of its service engineers, 
regularly assigned during the last five years to 
business accounts to observe and handle telephone 
problems. 

Requests of executives and educators, wakened 
to the significance of good telephone practices 


through the wartime necessity of saving seconds - 


when lines were loaded with military messages, 
also led to the organization of this new free serv- 
ice that puts communications in every large office 
on a scientific instead of hit-or-miss basis. 

In carrying out its surveys, the New York Tele- 
phone Co. stipulates that the client’s employees 
be fully informed of the project and the observa- 


OFFICE MANAGEMENT AND EQUIPMENT 


tion of calls. For “listening in” to messages af- 
fords the local color essential to the “tailor-made” 
training of employees that follows. 

Messages overheard, however, are treated as 
strictly confidential by the company and are 
never communicated to an employer or anyone 
else. Even if an employer requests observation 
of calls made or taken by certain individuals or 
small groups, the company explains its policy of 
consistent fairness and refuses. Only an imper-. 
sonal, overall picture of telephone technique and 
tone, the latter defined as friendliness and 
warmth in voice and manner, is conveyed to the 
employer, with the telephone consultant’s recom- 
mendation for improvement. 

These policies have won the respect, good will, 
and cooperation of many thousand workers as 
well as fair-minded executives in organizations 
where programs are carried out. 

No definite time is prescribed for a survey, its 
duration depending upon the size of the organiza- 
tion and the complexity of its problems. 

Among factors entering into surveys are visual 
observation of facilities and personnel, visits to 
departments, and “measuring” of the client’s 
service for efficient organization, as well as for 
technique and “tone”. 


Experience meetings 


Problems new to consultants on Mrs. Frese’s 
staff are helpfully discussed in the weekly experi- 
ence meetings that she has organized at head- 
quarters for this group. Exceptionally difficult 
problems she handles personally. 

Findings and recommendations are summar- 


-ized and submitted to the client. Good and bad 


phases of practice that the survey reveals are 
also discussed with the client, and training of em- 
ployees through talks and informal discussions, if 
groups are small, is proposed. 

Executives are also segregated and the con- 
sultant explains the instruction that is being 
given to employees and points out some of the 
ways in which they can better their own phone 
technique. Many executives, for instance, fail to 
identify themselves with more than a “hello”, 
with consequent loss of time. 

Special training is frequently arranged for 
groups of executive secretaries, employees in 
claim and adjustment departments, or in bond 
and payroll departments in banks. 

Training is sometimes slanted to correct inter- 
departmental phone service, making for smooth, 
time-saving operation and congenial feeling. 

The telephone company’s consultant becomes 
so familiar with details of each business she sur- 
veys that she gains a wealth of vivid, realistic 
material with which to make her talks and demon- 
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ADD THIS 


Sheaffer's SKRIP, the modern writing fluid, succes- 
sor to ink, belongs in every office! It belongs 
because— 


1. SKRIP doesn't clog or corrode pens. It is harm- 
less to all fountain pen parts. SKRIP makes all 
pens write better and last longer—makes pen 
repairs unnecessary because of ink damage! 


2. Permanent SKRIP is really permanent! It 
lasts as long as the pa- 
per — is even proof 
against water, steam and 
time. 


3. SKRIP is the only writing 
fluid supplied in handy, 
TOP-WELL desk bottles 
or in pint and quart, 
non-spatter, FLOW-_ 4° 
CONTROL bottles! = v 


*te 
MANtnt 24 eve 8 


"PERMANENT SKRIP 


SHEAFFER'S 
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JS. STAEOTLER, INCE 


strations so interesting and humorous that they 
hold the attention of listeners. 

To surmount the chief handicap to a receptive 
attitude—the common belief that everyone knows 


_ how to telephone—Mrs. Frese suggests that the 


average executive would undoubtedly be able to 
operate his secretary’s typewriter but asks if he 
thinks he could achieve her speed without train- 
ing in the touch system. Just as wasteful of time, 
she points out, is the unskilled use of the tele. 
phone. 

Common errors made by secretaries are amus- 
ingly demonstrated, such as the omission of the 
time-saving identification and the habit of picking 
up the receiver and holding it while finishing an- 


' other conversation in the office. 


In screening calls for executives, the secretary is 


| cautioned to avoid asking “Who is calling?”, then 


stating that the executive is not in. Better pro- 
cedure suggested to the secretary is that she com- 
ment first, “Mr. X is not available just now,” then 
to inquire the caller’s name, and if the executive 
will speak with him, to add that she finds he can 
now be reached. 


Keep reference matter handy 


Failure to have proper reference materials con- 
venient often delays phone service, Mrs. Frese 
finds. Files, especially, are often at too great a 


_ distance from telephones. 


Distribution of booklets listing numbers proves 
helpful in eliminating errors. Instruction in cor- 
rect dialing is included, as many employees are 
not aware that the dial functions only as it re- 
turns to position and failure to let it go all the 
way or attempts to hurry its movement will re- 
sult in wrong numbers. 

Booklets of various types impress telephone 
pointers that have been emphasized in talks. As 
experience shows that improvement effected by 
instruction suffers a slump without “refresher” 
training, the New York Telephone Co. suggests a 
continuing program. If the oganization is a 
large one, the telephone company recommends 
that the customer appoint members of its per- 
sonnel or training department to carry on the 
work. 

Voice recording 


Voice-recording is frequently employed to sus- 
tain the interest*of trained employees. This in- 
struction is sometimes given to small groups in 
the company’s headquarters. 

A Mirrophone is used to make these recordings. 
The recording time is one minute. 

A recently completed movie, “Telephone 
Courtesy,” is also shown to large groups occa- 
sionally, to help them visualize the good and bad 
practices pointed out in lectures. 
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THe” THE WAY We) 4 X10 


ZIP THRU Filly 


EASY... een FAST. Pg 


WITH GLOBE-WERNICKE 


Every Day FILE SAVES TIME 


FOR THE BOSS AND ME! 


The way it cuts out zigzag hunt-and-fumble when filing—no wonder thousands 
of busy executives and office workers shout praises for the original Every 
Day File! 

It speeds up filing, sorting, classifying—organizes work—fills dozens of im- 
portant needs. See for yourself how it saves vital time, boosts efficiency, rules 
out many chances of error. 

Only the original Globe-Wernicke Every Day File is so simple, so good 
looking, so sturdily built for long hard wear. It comes in two sizes, and with 
various types of indexing—alphabetic (A to Z), days of the month a to 31), 
or with blank tabs for your own indexing. 


Ask your Globe-Wernicke dealer about the Every Day File for your office— 
or write direct to The Globe-Wernicke Co., Norwood 12, Cincinnati, Ohio. 
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FOUNT-O-INK 
stream line sets 
are equipped with 
stainless steel 
points or 14-k 
solid gold points 
and priced 
accordingly. 


+ Induction-controlled ink supply. 
* Capillary action pen fills itself. 
* Writes with controlled, even ink flow. 
* Instant and continuous writing action. 
* No messy well filling, ever. 


No. 14225-BR 


FOUNT-O-INK is a full line, from 
inexpensive utility sets to top 
quality sets with style and 
beauty for the high- 
class demand. 


FOUNT-O-INK Writing 
Sets are made in com- 
binations of metal and 
plastic. Mahogany, wal- 
nut, jet and a full line of 
bright new colors. 


No. 14225 1/,-BR 


The Executive sets, single and 
double, or with ornament, have 
metal cover, massive metal base 
and 14-k solid gold pen points. 


“VISIT OUR DISPLAYS” 


A full-color catalog free to dealers. 


Gregory 
FOUNT-O-INK COMPANY 
Los Angeles 41, California 


N.S.A., Palmer House, CHICAGO, Booth 402-B, September 30-October 3, 1946 
NATIONAL BUSINESS SHOW, Grand Central Palace, Booth 228, NEW YORK September 30-October 5, 1946 


%% 
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Copyright—Grecory FouNnT-O-INK Co., 1946 
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FRANK M. VON RITTER 
..- General Manager of Sales 


JOHN J. KERNS 
..» Philadelphia 


DAN A. MacDOUGALL 
.-- Kansas City 


ROY T. BANSEMER 
..- Milwaukee 


GEO. C. POHNKE 
..- New York 


CARL H. SCHMITS 
..- Milwaukee 


The above men of our personnel will as usual be at 
ROOM 1551 in the PALMER HOUSE in CHICAGO 
from September 30 to October 3 to personally wel- 
come you to what we believe will be the most in- 
structive convention in the 40 years of the N.S.A. 


A. G. LOTTER 
President 


STATIONERS 


i LOOSE LEAF CO 

MILWAUKEE 1, 524 N. Broadway 
NEW YORK 3, 114-116 E. 13th St. 
NY 
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Dip-Less Sets by Esterbrook 
with Esterbrook Points 


ERE’S a combination designed for hard 

use and practical service — extremely effi- 

cient thanks to the famous Esterbrook system of 
graded and numbered points. 


Check these features: 


Vy A point for every job and handwriting 
style 


V A visible ink supply that lasts for six 
months 


A pen that seldom needs dipping | 


y Economical price—sets from $2.50 up 


Demonstrated reliability—thousands of 
V sets in use all over the world 


Esterbrook Dip-Less Sets are available at your 


dealer’s. Order today! _ . @ You don’t have to put up with typing 


eer e NER clatter, vibration and worst of all, jangled nerves. 
THE ESTERBROOK PEN COMPANY A KIL-KLATTER Pad makes any typewriter 
Cooper Street, Camden, N. J. unbelievably quiet! For KIL-KLATTER is 

Canadian Representatives: esilient all-hair ... a permanent sound and shock 
The Brown Bros., Ltd., Toronto absorber. Made of famous OZITE 
All-Hair Felt with treated 
top to keep machine legs 
from sinking in, and non- 
_ S¢ttom to prevent 
sLyjpang. Size 11 x 13 iw. 
fits all typewriters and many eR. oo 
other business machines. OFFICE SUPPLY 
AMERICAN HAIR & FELT COMPANY DEALER 


Merchandise Mert, Chicage $4, Illinois in U.S.A. 


KIL-KIATTER © 


THE SCIENTIFIC TYPEWRITER PAD 
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GENERAL'S 


CMI-HEX 


OFFICE PENCIL 


The pencil with “Built-in-Quality” for smooth easy 
writing. Rounded corners make them more com- 


MADE IN 5 DEGREES 


No. 1, Soft * No. 2, Soft Medium fortable to hold and the Carbo-weld leads insure 
No. 2, 2/4 Firm * No. 3, Medium Hard , , 
Ne. 4, Hard stronger points for greater economy. 

GENERAL PENCIL COMPANY Ly 
67-73 FLEET STREET, JERSEY CITY 6, N. J. “ee 
? 

MAKERS OF FINE PENCILS SINCE 1889 
September, 1946 OFFICE MANAGEMENT AND EQUIPMENT ; 22 
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STEEL TRANSFER FILES 


With Special Features for Greater Efficiency 


Made of heavy guage steel . . . featuring interlocking devices on sides and 
back for fast stacking. Drawers ride on rollers for finger-tip control. Drawer 
and case are electrically welded throughout.. These cases may be stacked 
to the ceiling and cannot slip off one another. 


Following biocks and bases 
available to form a sub- 
stitute filing cabinet. 


Order from 
your dealer or sumbit 
your inquiry and 
your dealer’s 
name and address. 


Shown above: single drawer and base. 
Shown at left: 4 drawers and base. 


With Metght Dept DOLIN METAL PRODUCTS 


Letter Size ....134%4" 12” 24%" 189 VARET STREET BROOKLYN 6, N. Y. 
Legal Size ...... 16" = 12" = 2414" 


You are Cordially Invited 
to visit our Showroom at 
the PALMER HOUSE dur- 
ing the National Stationers 
Convention—Sept. 30-Oct. 3 


Engineering Manufacturing Co. 


Pioneer Manufacturers of Plastic Drafting Equipment 
SHEBOYGAN WISCONSIN 
While in town for the Convention 


Visit Our Chicago Product Exhibit 
426 N. Michigan Ave.—First Door N. of Wrigley Bidg. 
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it’s Almac 
for Useful Lucite Plastic Products 


Six original 
Almac creations,— 
Over 300 more!! 


No. 747 
Available with Ever-Ready 
1947 Calendar. 
Comes in three sizes: 
3x5, 4x6, 5x8 


No. 180—Perpetual Calendar 
6 Models starting at $1.00 list. 


Write for NEW 1947 

Catalogue illustrating 

300 NEW PLASTIC 
ITEMS 


No. 60R—With Pen 
List Price $2.00 
Three other models 


No. 580—Double Writing Set 
Perpetual Calendar with two Foun- 
tain pens. (Heavy %” Base, 
1” Rod). Starting at $2.50 list. 


(FIFTY MORE WRITING SETS) 


ALMAC PLASTICS, Inc. 


No. 501—Writing Set 
with Fountain Pen 
List Price $2.50 


Room 504 230 Fifth Ave., New York 1, N. Y. 
September, 1946 
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uss BERNARDS 


. . . for EFFICIENCY 


The standard of quality in 
stationery tools for three- 
quarters of a century... 


LOOSE LEAF VACUUM PUNCH No. 2600 


Standard Dies — 1/8”, 
3/16”, 1/4”. Light, 
strong stationary strip- 
per spring. Duplex con- 
trol stops. Reach 
1-1/16”. Nickel plated 
finish. 


POTEET EE 


STAPLE REMOVER No. 150 


Fits the hand comfort- 
ably. Works easily, 
quickly, without dam- 
age to paper. Fits all 
sizes of staples. — 
action. Nickel plate 
finish. 


A precision-built tool. 
Twin spring action. 
Parallel action jaws 
with compound lever- 
age. Adjustable gauge. 
Opens and strips 
uickly. Nickel plated 
nish. 


Order from your stationery supplier for early delivery. 
F R 7 , BERNARD CATALOGUE OF STATIONERY TOOLS 
s 


Let us send you this valuable guide. Please use 
coupon below. 


W* SCHOLLHORN COMPANY 


“Quality Tools Since 1870” 


BERNARD 


TRADE MARK RECISTERED 
=e ee ee ee ee ee ee ee ee ee ee eee eee eee eee oe 


Wm. Schollhorn Company, 


I 3009 Chapel St., New Haven 9, Conn. | 
I Sirs: Please send me your catalogue of Stationery Tools. | 
. NAME t 
| ooo eee eee eee eee eee eee eee ee eee eee eee ee ee ee | . I 
I STREET....... Sshsinnsthinstilebalnesneae a 
I 
I og re eee Tr re ° 1 
(Zone No.) | 
I My Wholesale Supplier Is.............0s0005 ocnessane 
I I 
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ee aiid COPYING 


73B MEDIUM 


IS BACK AGAIN! 


MADE IN U.S.A. 


Leads Imported from Czechos ovakia 


Orders placed up to the end of 1945 are being filled in partial 
monthly shipments, after which 1946 orders will be filled in 
sequence. For the time being the hard degrees will not be 
available, nor will the $77 or $173B. wit 


KOH-I-NOOR PENCIL CO., INC. 
BLOOMSBURY, N. J. 


It’s here! 


The RUBBER BAND the trade has 
- ‘ been waiting for, with NATURAL 
RUBBER added. 


MANCHESTER, CONN. 
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The Office 
Efficiency 
SERVICE 
STATION 


A a 
BOSTON | 


Sharp pencils are an invariable sign of 
an efficient office. Every manager 
owes it to his organization to provide 
BOSTON sharpener stations at stra- 
tegic spots throughout the office. 
These are the days when BOSTON 
superiority is shining like a lighthouse. 
Their sturdy quality and engineered 
precision are standing up splendidly 
under hard, continuous service years 
longer than one would expect. 


PENCIL SHARPENERS 


C. HOWARD HUNT PEN COMPANY 


CAMDEN, N. J. 
SPEEDBALL PENS HUNT PENS 


i Chair Action Controls 
mean sturdier, longer 
lasting, more comfort- 
able office chairs. That's 

why they are first choice of the lead- 
ing firms in the office chair field. 


While you're at the Convention, we 
suggest that you inspect the exhibits 
of the leading manufacturers of fine 
executive and general office chairs. 
You'll generally find the ones you like 
best for their superior operating effi- 
ciency and smooth action are Seng 


Equipt. 


THE COMPANY 


1450 N. Dayton St. Chicago 22, Illinois 


*Formerly “Bolens" Chair Control 
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New York Central 
(From page 62) 


intedepartmental work are printed on manila 
paper. <@ 

Department heads in local offices requisition 
miscellaneous supplies, such as papers, inks, eras- 
ers, pencils, and carbon papers directly from the 
central storehouse every two months. Stock books 
with standard descriptions of items are used in 
ordering and filling orders. Forms are ordered by 
number. Deliveries are made from the storehouse 
by baggage. 

A perpetual inventory system affords an effi- 
cient check on stocks in the storehouse which 


requisitions the central purchasing department 
in New York monthly. 


Office machines 


This organization purchases a large number of 
new typewriters and adding machines yearly, 
placing orders directly with the manufacturers 
and trading in old machines for new models. De- 
liveries are made by manufacturers directly to the 
offices concerned. 

Need for replacement or repair is determined 
by department heads, who submit requisitions 
to the purchasing department in New York. Their 
choice of machines is based upon actual tests of 
equipment in which they are interested or on re- 
sults of past performance. Conferences of depart- 
ment heads include helpful discussions of the effi- 
ciency of equipment. 

Repairs of machines which department heads 
find necessary are made as required by service 
men. 


Many IBM and Remington Rand tabulating 
machines contribute to efficient operation in the 
accounting department, functioning for the sys- 
tem. These machines save time and costs, the 
department finds, in preparing payroll checks for 
the road’s entire personnel. 

Dictaphones and Ediphones are employed 
throughout offices for routine dictation. Inter- 
communicating telephone systems are used in 
some larger offices. 


New York Central makes use of some unusual 
equipment for speedy communication. Installa- 
tions of teletype facilitate rapid handling of tele- 
graph messages. Teletype communication between 
various points is especially helpful in relaying 
messages without loss of time. 

In purchasing office furniture and filing equip- 
ment, The New York Central follows standards 
adopted some years ago. This equipment is 
shipped directly to location by manufacturers or 
dealer. 
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IT PAYS TO PAY WITH PAYCOMPTROLLER © 


One Writing Creates: 


1. All essential payroll records: 
A. Payroll journal sheet. 
B. Individual earnings card. 
C. Employee's earnings statement. 
D. Cash receipt—envelope or check. 


2. Individual employee's earnings to date. 


3. Employee's withholding tax to date. (Both the above 
eliminate end of quarter additions). 
4. Social Security, Unemployment, and Withholding tax 
records—ready the moment the last day of the quar- 
ter is completed. 
Visibility of writing line assures uniform impression. Unique 


Combine accuracy and speed—save 60% of payroll writing 
time by creating all essential records in one writing. 

Five minutes only are required to learn operation of this system, 
adaptable to all types of payrolls. 

Requires no pre-listing of names. Only one writing necessary 
whether cash or check payroll is used. 


arrangement gives perfect alignment without any tearing of 
forms. 

Other applications for the Paycomptroller are positive control 
for perpetual inventory figures, accounts receivable, single post- 
ing entries, and for various complex applications with special 


forms. 


CERTAIN TERRITORIES STILL AVAILABLE TO OFFICE SPECIALTY SALES ORGANIZATIONS. 
Dept. M 


BUSINESS SYSTEMS CORPORATION 
92 Liberty St., New York 6, N.Y. 
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Extendible Steel Bars 


for the steeless 


ita es eee 


. . - adding greater capacity to 
your present steeless Kleradesks 
- - » providing greater utility from the 
new steeless Kleradesks you buy 
Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel. Bar and plastic 
obs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. @ Extendible Stee 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Kleradesks you now own—are 
available from your stationer, for additional expandi- 
bility. They are also standard parts of steeless Klera- 
desks now being sold. © Added to the utility, durability, 
and pleasing appearance of Kleradesk, this new feature 
further enhances Kleradesks’ reputation as one of the 
greatest aids to desk workers. © Order from your 
stationer now. Write for circular. 


——=_ 
Above: Small size, for models 3V, Above: Large size, for models 6V, 7V, 8V, 
4V, or 5V. With or without knobs. 9V, 10V, 11V. With or without knobs. 


Right: Intermediate bar for 
additional extendibility of 
either size above. 


—— 
Above: One intermediate bar extends any Kleradesk one 


- Sengbusch Self-Closing Inkstand Co. 
to five compartments more than original capacity. Sev- 


eral intermediate bors may be added, if desired 209 Sengbusch Bidg. Milwaukee 3, Wisconsin 
WORE athlete AE I aeelll 
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Every Patines isa P rospect for 
MARKING DEVICES 


Modern business demands modem marking 
devices and we pride ourselves in being able 
to supply your every want. 


Be it Daters, Rubber stamps, Self inkers, Time 


stamps, Stamp pads or Seals, Come to head- 
quarters. 


Write today for 
new price sheet. 


Z 
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_ FOR OFFICE, DRAFTING ROOM, SCHOOL, : 3 
ae THE STANDARD FOR QUALITY © — CORALINE 310 : Te 
= Watldon Rote ot Z ® 


Made in Newark, USA 


eer, * es 
sai Si 


SUEDE 
? Soft gray texture. Slightly octago 
. shape. Erases ink and typewriting. 


lca te \ 


* ws sy 
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WELDON ROBERTS RUBBER COMPANY 


. Newark 7, New Jerse 
eC ‘ 7 -— - ae oe her, 
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Nascon Good Will Builders 


The Nascon Line offers a wide selection of distinctive desk and pocket 
pieces whose exclusive utility features have proved invaluable in the . 
uM daily conduct of business and social activities. When distributed as 


advertising and good will gifts these handsome pieces are assured of 
lasting appreciation and constant use. 


For complete details, see your local stationer or write:— 


| Aen SALES _ a cast Gn shou New York 17, N.Y. 
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pein Colored Heo | voure NEVER AT A LOSS WITH 


» vare-siiees comet (MOORE Metihed Maptacks 


Numbered Heads 


plain, numbered, 
the right answer 
ete line available. 


Regardless of 
lettered or with on I 
Lettered Heads nal MOORE METLHED MAPTACKS, the ara Territories, produc: 
Providing a constant, eye- -level record © ae Metiheds are 
i lar Heads iveries and other industrial activities, unow mep- 

Flat Circu tion, deliver handling. Those who kno 
EXCLUSIVELY. 


teady 
sturdy—stand up under s re line 
* eads tacks the best—map compan 
Triangular H 


os 

OT BETTER HOMES & GARDENS 
Square Heads iy Famous SATURDAY EVENING post 

| Heads 00 R E LADIES’ HOME JOURNAL 

Pentagona ay = cts — » HOLLANDS 

. PATHFINDER 

Ste Marking Tacks — — : es weeK 
| * oe ce nas « PUSH-LESS HANGERS 


MOORE PUSH-PIN COMPANY - Since 1900 
Bh. 113-25 Berkley Street - Philadelphia 44, Penna. 
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More and More People 


FIND 


NATIONAL 


their most economical pencil 
BECAUSE 


National’s 


FUSE-TEX LEADS 


ASSURE QUALITY 
AND PERFORMANCE 


* 


National’s 


Shy-Tint 
A THIN 
LEAD 
CRAYON 
PENCIL 
. with a STRONG Lead 


National’s 


Col = 7 


PENCIL 
* 


NEW YORK 


with metal brewa tip 
* 
made in 
five degrees 


BOXED 
IN 
DOZENS 


Try them at our expense. 
Send your name and address 
for FREE sample. 


NATIONAL PENCIL CO. 


SHELBYVILLE, TENN. 


220 FIFTH AVENUE 


A ee 
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OMA PENSH.SO- 225 NO2 


— Cedar-King & "Sit 


ae. “ie , 


MASON presents 
9 “Measoncraft 


ATwo-in-One the 
DESK COMBINATOR" 
DESK PAD — CLASSIFIER 


Useful — Attractive — An Excellent Gift 
— 


*, 


List Price $10.00 


HIGHLIGHTS: 


e Genuine MASONITE BASE—100°%/ Compressed 
Wood Fibre—Warp Resistant—INDESTRUCTIBLE! 
Six Part Work Classifier with Insertible Index Tabs. 
Durable Leatherette Panels—Fine Quality! 
Blotter Unnecessary—Washable! 

24K GOLD TOOLING—Distinctive Design! 

Made by Master Craftsmen! 

Available in Brown—Green—Maroon. 

e Over-all Size—19!/>x36. Desk Pad—19!/>x24. 


No. 100 


We Manufacture a Complete Line of 
DESK PADS, 
DESK PAD COMBINATIONS & SETS, 
WORK ORGANIZERS, 
PHOTO ALBUMS & SCRAP BOOKS 


STATIONERY 


MASON propucets, ine. 


“It’s MASON for 
Stationery Products of Quality” 


6 VARICK ST. NEW YORK 13, N. Y. 


September, 1946 
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Eb FROM THE INSIDE 


SO PUT DURABILITY FILING SUPPLIES ON THE 
“INSIDE” FOR UTMOST FILING EFFICIENCY! 


24038 en S°i2e118 «=: Every camera enthusiast knows that 
film is the essential thing. No 
matter how intriguing the outer 
case may be, the camera's ability 
to function depends on the "in- 
sides” . . . the film that is exposed 
to specific objects. Then and only 
then does the camera give its 
amazing performance. 


In much the same way that film 
"sparks" the camera to life . . . so 
Durability Filing Supplies endow 
the file cabinet with functional 
value. The right filing supplies can 
always be depended upon to give 
DURATEX VERTICAL =—=—s every file the maximum efficiency. 

enc cine So . . . when you're selling filing, 
be sure to put Durability Filing 
Supplies on the "inside" for the 
utmost filing efficiency. 


VERTICAL 
FILE GUIDES 


a: 
nc. 


» Keep BUSINESS 
: UmaRE trol 
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| "Andy Units of Steel 7 


To Be Sold From Chicago 


The Cardinal Distributing Company is a new 
organization formed to serve as sole distributor 
of Anderson-Hickey products. This is in pre- 
paration for the period which we hope will not 
be too distant when steel and labor will be more 
plentiful and a suitable production schedule can 
be resumed. 


The location on the West Side of Chicago is 
one of convenience for hundreds of dealers who 
come to Chicago on business missions. It will 
make possible more favorable relations with 
those who use “Andy units of steel” at retail 
and facilitate the services which the new com- 
pany will be prepared to render. 


An improved line of steel equipment will be 
offered as soon as production can be attained. 
In the meantime every effort will be exerted to 
create that output. which will enable us again 
to take care of the filing equipment requirements 
of our many loyal customers. Then we shall 
have the satisfaction of soliciting your orders 
and offering tops in dealer cooperation. 


CARDINAL DISTRIBUTING CO. 
James H. Hickey, Manager 
Sole distributor for Anderson-Hickey Company 


5631 W. Madison Street 
Chicago 44, Illinois ” 


* 
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Secretaries all like Carter’s Midnight 
Carbon. Famous for making clean, sharp 
copies, this fine carbon paper is surprisingly 
easy to handle—never curls or wrinkles. It’s 
durable too—it wears and wears and wears! 


Take a tip from the kitten. Let Carter’s Mid- 
night Carbon help you save the time of your 
busy office staff! 


THE CARTER’S INK COMPANY 


Boston, Massachusetts 


Carbon and Ribbon Speccaliots 


September, ‘1946 
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PATENT PENDING 


SNAP-APART CARBON 
AND COPY SHEET SETS 


The quick, streamlined new 
way to make typewritten 
copies. WATTSPEED COPY- 
SETS are carbon paper and 
copy sheets already assem- 
bled in one compact unit, 
ready for instant use. Simply 
insert COPYSET with 
your letterhead into 
typewriter, typein your 
usual manner, then 
SNAP out your copies! 
ay SS 
ons. e smoot 
clean WATTSPEED SWAP. 
COPYSETisthen ready 
for the next letter! 


WRITE TODAY FOR DESCRIPTIVE FOLDER CON- 
TAINING PRICE LIST AND FREE SAMPLE COPYSET 
TO TRY IN YOUR OWN TYPEWRITER. 


COME IN 
3 STYLES: 


Use I-copy Use 2-copy Use 3-copy 
when when when 
ee EE 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
Dept. O.M. 216 William St., New York 7, N. Y. 
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STOP CLERICAL COSTS 


From | 


EATING 


Into 


YOUR PROFITS 


eating into your profits? 


way with a de 


* 
fan 


A 


hengaeie pleasure of 


Division of Spengler-Loomis Mfg. Co. 


A 


SBE. Washington St., Chicago 2 
. gow 


601 


sincerely painful this is to us @ We earn 
_ with the ever-increasing tempo of recony 


How much are your record-keeping costs 


Chances are, you will find you can cut costs 
appreciably—and boost profits—by using the 
right kind of Loose-Leaf equipment. 


For forty-six pane CESCO has pioneered the 

nitely superior line of Loose- 
Leaf equipment that helps management pare 
costs and step up the efficiency of virtually 


forced ies. We want 


every business operation. You will find there 
is CESCO equipment to meet your particular 
needs. 


The CESCO line includes Visible Record 
Books, Prong and Post Binders, Ring Books, 
Factory and Business Forms, etc. Send for 
Catalog. 


THE (. £. SHEPPARD COMPANY 


4409 21st St., Long Island City 1, N. Y. 


LOOK FOR US AT THE NATIONAL STATIONER CONVENTION 
ROOM 


you * opelibciote how 
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Records Destruction 
(From page 83) 


When inactive material is received in the ar- 
chives section, it is checked against the destruc- 
tion authorization file to determine if it must be 
retained or can be destroyed. The file itself is 
checked regularly in January and August and 
the material on which the retention period has 
expired is removed from the files and prepared 
for destruction. 

The destruction authorization forms themselves 
are filed alphabetically by the name of the form 
or record. There is also a card for each depart- 
ment listing the records on which action has been 
taken. This serves to show our progress in each 
department and also is a cross reference to the 
destruction authorization cards. 


Excess duplication 


When many copies are made of a form or re- 
port and sent to several departments, it was cus- 
tomary for each to retain his copy without regard 


_ to the excessive space taken up by this duplica- 


tion. When we created the central archives for 
inactive records, we soon became very much 
aware of this duplication and set out to correct it. 

One item of which there were many copies was 
an accident report run off on the Ditto machine 
and sent to practically every division in the 
building. Some filed this form even though it 
was not used. First an informal survey was made 
and the number of copies was cut down to those 
divisions that really used them. Then those copies 
that had become inactive and were retained in the 
archives section were checked and requests made 
to the division heads- for their disposal. Most 
division heads agreed not to send them to the 
archives at all, but simply to destroy their copies 
at the end of the year. This could be done in this 
informal manner since theirs were just Ditto 
copies and no additional information had been 
added to them. The original copy only is retained 
permanently in the archives and anyone wishing 
information may refer to it. 

A similar procedure was followed in the case 
of the monthly budget sheets, which are a monthly 
summary of departmental expenditures, and are 
sent to each division and section. These are used 
for current information and not of much value 
after a few months. Again it was found that 
many divisions were keeping their copies in- 
definitely. Twice we received formal board author- 
ity to destroy those of different sections and then 
we decided that since these were copies, no addi- 
tional formal authority was needed. One division 
requested that theirs be kept two years, and an- 
other eighteen months, but the rest are destroyed 
upon being received in the archives with the ex- 
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ception of the accounting division copy, which is 
kept permanently. 


Probably the largest amount of material that 
we ever destroyed at one time was the old pay 
checks. It was found that they had been retained 
since 1898. A check with our legal department 
disclosed that they came under the statute of 
limitations and they were of no legal value after 
that period. Besides, payment information could 
be obtained from the payrolls. It was decided, 
accordingly, to keep them for a ten year period 
only. When we destroyed those older than that, 
we were able to empty over five hundred transfer 
boxes, which amounted to 88 sacks of checks. We 
really felt that we had made a worthwhile con- 
tribution to the waste paper drive that time. 

A more complicated item for disposal was the 
purchase order. Again, in addition to the copies 
kept by the purchasing division, there were indi- 
vidual section copies, and also accounting and 
financial copies. 

Since information was added to the purchase 
order by almost every section and division, we 
could not consider them as copies, but rather as 
original documents. This meant that we had to 
have a formal authorization for retention and 
destruction for every division and section. Four 
sections requested that they be retained for one 
year. The accounting division wanted theirs kept 
permanently. Five sections allowed us to destroy 
theirs upon receipt in the archives. Two copies 
were kept permanently by the purchasing divi- 
sion, one filed by number, and the other by 
vendor. Another section wanted theirs kept two 
years. We are still working on setting a reten- 
tion period for the purchasing division’s copies, 
and hope soon to have an authorization allowing 
us to destroy them after ten years. 


Since we wish to work congenially with all the 
divisions and sections, we must accede to some 
of their requests even if we do not agree with 
them. This accounts for the same type of material 
being kept varying periods of time, by different 
sections. Much progress, however, has been made. 
From the time we first started the program in 
1939, we have received authorization to destroy 
558 items, and of those, we have retention periods 
on 288 items. Only 18 items have been ordered 
to be retained permanently. There are additional 
items that must be retained permanently but no 
question has ever been raised about them so no 
authorization was ever requested. This material 
includes proceedings of our present board as well 
as those of the superseded park districts, pay- 
rolls, budgets, etc. The disparity in the items to 
be destroyed and in those having retention periods 
is due to the fact that many of the forms were 


(Turn to next page) 
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G. |. Student Workers 


(From page 81) 


As a result of this conversation, arrangements 
were made to discuss this entire situation with 
the employment office of the university and the 
possibility of getting several returned veterans 
to work in our office during their free hours. 

In screening those looking for part-time work, 
we found men who had served as technical serg- 
eants or corporals in the army. Others had put 
in their licks as yeoman in the navy. Some of 
these young men had taken a year or two of typ- 
ing while in high school and had gone directly 
from graduation into the service. There they 
were assigned typing jobs, and with a year or 
more experience in the service, many could type 
between 55 and 65 words a minute. They were 
ideal prospects for our type of work. 

The next step was to line up the boys accord- 
ing to their school schedules so that we could have 
an equal number of them on the job every night 
in the week. Accordingly, we picked our men 
and established a crew for every night of the 
week, Monday through Friday, and all day Satur- 
day. 

Our regular employees are dismissed at 4:45 
p.m. daily and do not work on Saturdays. The 
temporary employees reported for work at 4 p.m. 
during the first week and worked until 8 p.m. 
This allowed us to assign each man to an experi- 
enced typist, who taught them one or two opera- 
tions each day, and after 4:45 allowed them to 
get along on their own for the balance of the day, 
depending only on one supervisor for assistance 
and guidance. At the end of a week each trainee 
had learned his typing job so well that individual 
training was no longer necessary and the work- 
ing schedule was set up to run from 5 p.m. 
through 9 p.m. 


This gave all of the boys on the average of from 
16 to 20 hours work each week, and at the going 
hourly rate, augments their income considerably. 

We had this plan working for more than two 
months before other offices learned of the experi- 
ment. Then we began to get inquiries as to how 
we had worked it out, where we got our employ- 
ees, and whether it was proving successful. We 
found that many were somewhat skeptical about 
, the returned veteran and his reinduction into 
. civilian work. Questions were along this line: 

“Can he get in and do a day’s work?” 
| “He learned all the fancy ways of goldbricking 

in the service; isn’t he putting some of them into 
use on the civilian job?” 

“This working on the side is just a lark, and 
they just can’t work wholeheartedly, can they?” 
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All of these questions were answered in favor 
of the ex-serviceman. Some of the replies we 
gave set some of our friends back on their heels, 
because they had anticipated that maybe some of 
these youngsters were sitting around “taking in 
the slack” rather than digging into the job. These 
boys do no goldbricking. They are earnest, con- 
scientious fellows trying to do a good job for their 
employer who pays them an income sorely needed 
to get by during their college training period. 

For instance, take Harry Hastings. He’s mar- 
ried. This young couple was fortunate in finding 
a furnished room near the university campus. 
He receives $90 a month from the government 
during his training and we all know he just can’t 
get along on that allowance. He has several hun- 
dred in the bank and some war bonds, but doesn’t 
want to spend that now. He’s holding it for the 
rainy day or for the future when he may want to 
go into business. Therefore he had to find a way 
to supplement his government payment. We af- 
forded him that means and he is grateful. He 
appreciates the fact that employers are helping 
him attain his goal, and he is going all out for 
them. He does not shirk. You can load him with 
work and he digs right in and knocks it out. His 
typing is good and very few pieces of work have 
to be returned for correction. He is mature. He 
understands our problem, what part he is ex- 
pected to play in our program of service to the 
public and he is doing a loyal hard-hitting job to 
give us what we want. 

To sum it up, these chaps are doing us a favor 
in getting out our work which had for months 
been piling up, and we in turn are doing them a 
favor by keeping them busy in their spare time, 
paying them well for their services and playing a 
big part in their getting an education. 

Today there are several large insurance offices 
in Los Angeles using these college students on 
night shifts and many others are seriously con- 
sidering the inauguration of this plan as a means 
of getting their backlog caught up. If it works 
for insurance offices, we don’t see why it won’t 
work for other businesses where there is a large 
volume of typing and filing work to be done. 


Records Destruction 

(From preceding page) 
obsolete and no longer in use. In other cases the 
destruction was of correspondence that was of no 
further value. 

We are far from through with this program 
and much work is yet to be done. When every 
section has been given a complete retention and 
destruction program, we are going to consider 
the use of microfilm for our permanent. records 
because the space problem is still with us. 
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U. S. Rubber 


(From page 66) 


A revolving collating table, which was shown 
in the May issue of OFFICE MANAGEMENT AND 
EQUIPMENT, has a top which is electrically-driven, 
and equipped with a variable speed control; this 
table, strategically located, is an important factor 
in speeding up the department’s output of multi- 
page duplicated jobs. 

Systematic control of reception and handling 
of the work as it comes into the department is 
another aid to speedy, economical production. 
When a Mimeograph job comes to the department, 
it is brought to a window where it is received by 
employees who give it an order number and attach 
a production form and an envelope to hold the 
original job; the envelope is given the same order 
number that was placed on the form covering the 
job. The form (reproduced in this article) is 
designed especially to meet the department’s spe- 
cial needs, and affords a record of the job as it 
moves from one operation to the next. Close 
control over the job is effected by the use of this 
form after it leaves the reception point, and it 
is possible to fix responsibility of various indi- 
viduals contributing to the finished work. A rec- 
ord book keeps track of individual jobs, too, and 
records each day’s production. 


Proofreading 


Another way in which uninterrupted control 
is maintained is by the department’s shouldering 
the responsibility of proof-reading. Two proof- 
readers in a separate office in the department 
receive the stencil through a wicket, and check it 
against the original; then, having indicated their 
handling of the job on the form, they pass it on 
to the next operation. Much time is saved by 
eliminating the necessity for returning the stencil 
to its point of origin for proof-reading. 

Over-all results of this section’s activities are 
summed up in this way by Mr. Itschner. “The 
quality of Mimeograph work effected by central- 
ized stencil cutting, and the time saved by the 
elimination of departmental checks and proof- 
reading, more than pays for the added expense of 
a staff of Mimeograph typists.” 

By the time this article is published, steps will 
have been taken in the establishment of time 
studies of the department’s varied activities, and 
the time involved in completing individual opera- 
tions will be kept close track of on the produc- 
tion form. 

Multilith equipment enters the picture for the 
production of highly specialized jobs. Three of 
the seven stencil cutting machines are equipped 
with the necessary carbon paper ribbons for pro- 


ducing the finest type of Multilith masters. The 
remaining four machines can be applied to this 
kind of work in an emergency with the use of 
suitable cloth ribbons. Drafting and Varityping 
facilities are located in a small office off the main 
room, and next door to this is the photostat room 
which is capable of turning out about 200 varied 
negatives in a working day at a cost of approxi- 
mately 11 cents each. 

The staff wages an unceasing war against office 
flotsam and jetsam, which tend to become eye- 
sores. Thanks to the combination counter-shelves 
previously mentioned, and to a neatly kept closet, 
unkempt steel shelves, the tops of which were 
hard to reach and which caught dust, have been 
retired. 

A semi-gloss of green paint in a restful shade 
covers the upper half of the walls, with a suitably 
darker shade for the dado. Large glass windows 
for the few enclosed areas in this office, and excel- 
lent lighting, cause visibility to be high. 

Mr. Itschner, Royal Deuel, supervisor of the 
department, and H. A. Gilmore, assistant super- 
visor, haven’t hesitated to experiment with equip- 
ment and methods in their application to the 
department’s mission. Equipment, found after 
careful study to be unsuited to the job, is retired. 
On the other hand, if a certain kind of machine or 
office accessory proves itself, high cost is no deter- 
rent to its installation. 

“The department’s efficiency,” said Mr. Itsch- 
ner, “is comparable to the quality of its equipment 
and personnel; in all cases, this can be described 
as high. At the same time, operating costs are at a 
minimum in relation to quality and volume of 
work turned out. These costs could probably be 
lessened, but the scope of work of this depart- 
ment has been definitely aligned to deal only with 
those matters which could not be efficiently 
handled otherwise. 

“T’ve been pleased on several occasions to show 
executives of other companies around the depart- 
ment; I’m certain that they’ve gone away with 
ideas applicable to their own situation. We’re 
always happy to lend ourselves to the exchange 
of ideas on reproduction methods, and to this end, 
will be happy to answer any inquiries that may 
be directed to us.” 

Equipment of the following companies are rep- 
resented in this fine department: 

A. B. Dick Co., Inc.—Mimeograph, Mimeo- 
scope (proof-reading equipment); International 
Business Machines, Electromatic typewriter; 
National Bundle Tyer Co., bundling; Addresso- 
graph-Multigraph Corp., addressing, Graphotype, 
Multilith equipment; Vibration Eliminator Co.; 
Hunter Electro-Copyist, photo reproduction; 
Bostitch Co., automatic stapling; and Ralph C. 
Coxhead, Vari-type equipment. 
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Speakers Announced 

As we go to press, nationally-known speakers will 
cover the pressing problems which confront office manage- 
ment today, in a two-day conference to be held at Hotel New 
Yorker, September 19th and 20th, by the Office Manage- 
ment Division of the American Management Association. 

Included in the list of speakers and chairmen are: 

Alvin E. Dodd, president, American Management Asso- 
ciation; Joseph M. Robins, president, Roberk Co., Norwalk, 
Conn.; I. O. Royse, vice-president, American Management 
Association, Office Management Division, and general office 
manager, Ralston Purina Co., St. Louis; C. C. Balderston, 
dean, Wharton School of Finance and Commerce, Univer- 
sity of Pennsylvania; A. Ford Hinrichs, economist, Kip- 
linger Washington Agency, Washington, D. C.; R. S. Mc- 
Kenzie, chief industrial engineer, Atlantic Refining Co., 
Philadelphia, Pa.; L. B. Michael, manufacturing engineer— 
wage practices, Western Electric Co., New York. 

Also Robert K. Burns, director of Industrial Relations 
Center, University of Chicago; David Mack, director of 
Personnel, Radio-Keith-Orpheum Corp., New York; Seward 
H. French, Reed, Smith, Shaw & McClay, Pittsburgh; Ken- 
neth H. Ripnen, president and treasurer, Kenneth H. Ripnen 
Co., Inc., New York; J. S. Covell, systems manager, Inter- 
national Resistance Co., Philadelphia; B. B. Klopfer, office 
manager, Standard Register Co., Dayton, Ohio; J. George 
Frederick, president, Business Bourse, New York; James P. 
Mitchell, director of personnel and industrial relations, R. H. 
Macy & Co., Inc., New York. 

Also J. G. Hutton, personnel representative, General 
Electric Co., New York; Dorothy Prcesch, training coordi- 
nator, Aldens, Inc., Chicago; and August Dvorak, Com- 
mander, USNR, project supervisor, Training Film Branch, 
Navy Department. 


Internal Auditors’ Convention Dates 

The Institute of Internal Auditors, Inc., will hold 
its fifth annual conference at the Hotel Roosevelt, New 
York, from October 6th to 8th, it has been announced by 
Curtis T. Atkisson, Ebasco Services, Inc., president of the 
Institute. 

The program will include a reception at the Roosevelt on 
Sunday afternoon, October 6th; the annual business meeting, 
election of officers, and a conference session on “Objectives 
of Internal Auditing,” on Monday; and the annual dinner, 
highlighted by an address by Lt. Col. Ralph K. Strassman, 
vice-president of Ward Wheelock Co., on Monday evening. 
On Tuesday there will be a conference on the Organization 
and Operation of Internal Auditing; a luncheon session, 
with addresses by executive officers of three organizations 
representing controllers, public accountants, and cost ac- 
countants; and a conference session on Coordination with 
Public Accountants. 

A. Eugene Adams, National City Bank of New York, is 
chairman of the hotel reservations committee. Members of 
the Institute should arrange with Mr. Adams for reserva- 
tions well in advance. 

General chairman of the conference is Arthur E. Hald, 
Consolidated Edison Co. of New York, Inc. Other chairmen 
are: budget and finance committee, David B. Mathias, 
Bankers Trust Co.; exhibits committee, Herbert C. M. Cobb, 
Worthington Pump & Machinery Co., Harrison, N. J.; hotel 
arrangements, Peter J. Buzanga, Consolidated Edison Co. of 
New York, Inc.; program committee, Bradford Cadmus, 
Standard Brands, Inc.; reception committee, Joseph E. Glass, 
Guaranty Trust Co.; and registration committee, Robert L. 
Geraghty, Shell Oil Co., Inc. 

Manufacturers of systems will have their latest products 
on display throughout the conference session and will have 
representatives to advise with those interested. 
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Controllers Elect New Officers 

Karl W. Cook, secretary and controller of the South. 
land Paper Mills, Lufkin, Tex. has been elected vice. 
president of the Houston Control of the Controllers Institute 
of America. Similar honor was paid to Clarence L. Darby, 
secretary, Birmingham Paper Co., Birmingham, Ala. by 
the Birmingham Control, and to E. W. Weston, secretary and 
controller, Weston Paper & Mfg. Co., Dayton, Ohio, by the 
Dayton Control. At the same meeting of the Dayton Con. 
trol, Joseph A. McKenney, comptroller, American Envelope 
Co., was re-elected director. 

Robert N. Wallis, assistant treasurer, Dennison Mfg. Co, 
Framingham, Mass., was elected second vice-president of the 
Boston Control. 

At the annual meeting of the Springfield Control, J. A 
Chadbourne, vice-president and treasurer, Old Colony 
Envelope Co., was re-elected secretary and treasurer, and 
M. F. Peterson, treasurer of United States Envelope Co, 
Springfield, Mass., director. 

Nelson T. Hampson, comptroller Lowe Paper Co., Ridge- 
field, N. J., was elected treasurer of the New York City 
Control. 

The Institute is a technical and professional organization 
of controllers devoted to the improvement of controllership 
procedure. 


Filing Association Meets Again 
The Filing Association of New York held its first 
meeting of the 1946 season in the Hotel New Yorker on 
September 9th. The importance of being able to speak well 
was stressed at this meeting. Mrs. Moyna Efimoff told the 
many members present about the various courses in public 
speaking which are given at the Dale Carnegie Institute. 
The association has been invited by the National Office 
Management Association to participate in the conference 
to be held at the Business Show at Grand Central Palace. 
The association will provide three speakers to give talks on 
filing from the standpoint of program, pattern, and personnel. 
Subject filing will be discussed at the association’s next 
meeting on October 14th. 


Transcription Supervisors Hold Clinic 

An interesting and informative supervisor-employee rela- 
tions clinic was held at the first dinner meeting of the season 
held by the Transcription Supervisors Association of New 
York. 

The association invited recent graduates of the Packard 
Commercial School to tell the association what they like 
and do not like about supervisors and employers. Their 
criticisms were presented in the form of questions they put 
to a panel of supervisors and personnel directors who served 
as counsellors. The panel consisted of L. C. Lovejoy, per- 
sonnel director, Crucible Steel Co., Herbert Rhoades, per- 
sonnel officer, Metropolitan Life Insurance Co., and three 
supervisor members of T.S.A. 

Their questions aroused a good deal of interest as they 
dealt with such subjects as office wolves, enforcement of 
standards of dress in the office, supervisors’ loud criticisms 
of workers, and disturbing an employer while in conference. 
Other problems discussed included how a young supervisor 
can best overcome the jealousy of older girls working under 
her supervision, and business’s need of counsellors to help 
employees solve problems which indirectly affect their work. 
Ways of handling the obnoxious dictator who persists in 
smoking and coughing and making himself inaudible was 
another topic. 

The association will hold a Forum at the National Busi- 
ness Show on the evening of October Ist. The theme of 
the discussion will be centralized transcription and its con- 
tribution to the organization. 
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You can buy Wabash Chronological Folders 
and Guide Sets printed complete with names to 
index the busy sections of the file. The accounts 
where the most activity takes place are your 
biggest problem because 70% of all reference is 
to 30% of the names. Start planning now for your 
1947 requirements. The secret of good filing per- 
formance lies in the division of large accumulations 
of papers for one customer into Wabash Chrono- 
logical Folders. Ask your Wabash Dealer. 


aM ET AGA 


+ 


— for all 
he office use 


Whether or not you are a big user of 
adhesive in your office or business or 
business affairs, you want 


1. An adhesive that sticks quickly 
and pleasantly. 


2. An adhesive that’s strong and 
long lasting. 


You get all of these qualities to the 
‘“‘nth’’ degree in nationally famous 
LIQUI-STICK. Made of highest grade 
gum from which every impurity has 
been removed to give greater transpar- 
ency and strength, LIQUI-STICK has 
no equal, especially for important use 
on heavy, hard surfaced paper for 
bonds, stock certificates and general 
office work. 


LIQUI-STICK more than meets the 
modern business need for speed and 
quality, dependable performance. Use 
LIQUI-STICK for every adhesive need 
and be sure of the “‘best’’ results. 


@ Available in gallon size—quarts and 
pints with the famous pour-out spout 
—5\% oz. size with brush. 


SANFORD 


INK COMPANY 


Chicago 7 
New York 12 
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Buyers of Machine Record 
Ledger Cards and Forms 


Daco can supply you with Machine Record Ledger 
Cards and Forms for N. C. R., Burroughs and all 
other similiar mechanical accounting and record- 
ing robots. These cards are accurately designed to 
meet the machine’s requirements, competitive in 
price and quality. 
Daco Also Manufactures 
e Filing Systems e Guides and Indexes 
e Printed and Ruled 
Stock Forms 


e Bank and Insurance 
Forms 


Leading banks, insurance companies, libraries, business 
and industrial firms have used Daco made Machine 
Record Ledger Cards and Forms for a quarter of a 
century. Make Daco your source of supply too. 

For quotations or information write Dept. GE, enclosing 
samples. 


mS 


THE DACO CARD 2 INDEX CO. 


9 FEDERAL COURT + BOSTON,MASS 


The Super-marker for 
Smooth Surfaces 


Sifaisde!l] 


CHINA MARKER 


No surface is too slick for 
Blaisdell CHINA MARKER. 
Preferred by china and glass 
outlets, druggists and grocers 
for plain, permanent marking 
on smooth surface products 
and containers. Specially 
designed...Paper encased by 
a special process to prevent 


eine: oxidation of leads... More 
efficient...... Made in 13 
oN ARPe, brilliant, permanent colors. 
ay, ie 
3 & "Watsd0e7 PENCIL COMPANY 


141 BERKLEY ST. + PHILADELPHIA 44, PA. 
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Governmental Purchasers Hold First Confereng 

The first conference and exhibit of the National Ingi. 
tute of Government Purchasing was held at the Hot 
Stevens, Chicago, on August 19th. 

In the address of welcome to the members, Maurice ¢ 
Postley, president of the Institute, stated that the organizs. 
tion was formed to study, discuss, and recommend improye. 
ments in governmental purchasing; to exchange ideas anj 
experiences related to their work; to develop simplified pro. 
cedures in purchasing; and to promote uniform purchasing 
laws to the end that the standards of public purchasing j; 
this country at all levels of government may be raised. 

Mr. Postley attributed the progress of the Institute to the 
zealous observance by the members of the Code of Ethics, ; 
few principles of which he quoted. 

Warning that efficient and economical public buying, and 
the attainment of high standards in this work would not he 
simple, Mr. Postley stressed the importance of pooling 
knowledge and experience to get results. 


New Printed Tape 

The Cofax Corp., Lynbrook, N. Y., has perfected ; 
process which reproduces standard type faces, special de- 
signs, trade-marks, and labels on Cofax dry seal tape. The 
tape can be printed in any one color on any one of nine 
brilliant background colors. The printing is rub-and- 
smudge proof. 

Cofax printed tape comes on a standard 3-inch core, in 
any width from one-half-inch to 21 inches and is 2,59 
inches in length. It will adhere to woods, metals, plastics, 
glass, paper, and some fabrics. No wetting is needed. 


Microfilming in Business 

The Recordak Corp., 350 Madison Ave., New York 11, 
a subsidiary of the Eastman Kodak Co., has published 
“50 Billion Records Can’t Be Wrong,” and “In Bank After 
Bank After Bank.” The first tells the story of microfilming 
in business and industry, while the second deals with the 
use of microfilming in banks. 

“50 Billion Records Can’t Be Wrong” discusses microfilm- 
ing, and its use in preserving valuable records, saving stor- 
age space, speeding up reference to office records, and mak- 
ing facsimile prints of files on film. 

Descriptions of Recordak equipment explain how as many 
as 3,000 letters, up to 14 inches in width, can be recorded on 
a 100-foot roll of 16mm. film, effecting a cut of 98 percent 


| in filing space. Recordak models are available only on 


rental basis. Installations include a companion film reader 
for reference to film records. 

For bound volumes, large drawings, and charts 35mm. 
film is used in Micro-File equipment, which comes in floor 
and table models for fixed installations, and a_ portable 


_ model. This book describes the companion film readers for 


viewing this larger film. These include a floor model and 
a portable projector reader for field use. The portable, 
designed for the Navy during the war, is now available com- 
mercially for the first time. 

“50 Billion Records Can’t Be Wrong” closes with a de- 
scription of special Recordak microfilming services, includ- 
ing the facsimile service; the newspaper service and con- 
sultation service. Recordak aids companies whose volume 
of work does not require their own installation of equipment. 

The second book tells the story of how modern microfilm- 
ing was introduced in a New York bank in 1928 primarily 


_ for protection against frauds. Since then microfilming has 


been so successful in reducing operating costs in transit and 
bookkeeping departments that banks all over the country 
have adopted the photographic system. 

Copies of both booklets are available from the company. 
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Proceedings Released 
Transcripts of the technical sessions of the twenty- 

seventh annual conference of the National Office Manage- 
ment Association, held recently in Chicago, are presented 
in the newly released 1946 Proceedings of the association. 

Non-members of the association may obtain the Proceed- 
ings by writing to association headquarters at 2118 Lincoln- 
Liberty Bldg., Philadelphia 7. As usual, the cost to non- 
members is $5. 

The annual Nomayear is also available from the associa- 
tion. This is given free of charge. 


For Short Run Duplication 

Among the many improvements and developments 
born during the war which are now making life easier for 
office managers is the Finno Process of rapid reproduction, 
developed by James Finno, and marketed through Replica 
Products Co., 154 Nassau St., New York 7. 

The process involves the use of a simple insensitive paper 
plate, in place of the usual zinc or aluminum plate used in 
offset. The image is affixed to the paper sheet by type- 
writer using a grease base ribbon, drawing ink and pen 
or brush, hard pencil, by letterpress or lithograph using a 
special transfer ink. Known as the Replimat, this paper 
plate reproduces typing, writing, drawing, sketching, and 
tracing. Erasures may be made on the paper. The paper 
is insensitive to fingerprints and smudges, and will not crack 
or stretch. Up to 3,000 registered, clean, clear reproductions 
in any color on quality paper may be made. 

Special plate etch and fountain solutions are part of this 
process. The etch cleans the printing plate and hardens 
and sensitizes the printing image. The fountain solution 
gives a protective coating to the non-printing areas. Both 
solutions are non-poisonous and non-irritating to the skin. 


STEEL DESK TRAYS 
FOR 
IMMEDIATE DELIVERY 


MAHOGANY — WALNUT — GREEN — GRAY 


Streamlined and cut out at both ends. Contents are always easily 
removable. Trays are provided with felt patches to prevent marring 
the desk or table. 


The trays may be built up into tiers by the use of the supports which 
are quickly and easily attached. 
PRICES 
LETTER SIZE $1.50 Ea. — DOZ LOTS $1.40 Ea. 
LEGAL SIZE $1.75 Ea. a DOZ. LOTS $1.65 Ea. 
BUILD UPS 50c PER SET 
AIL PRICES ARE F. O. B. NEW YORK, N. Y. 


NATIOWIDE OFFICE SUPPLY CO. 


19 Park Place New York 7, N. Y. 
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No. 1170. No place of business should be 
without as many of these units as will do a com- 
plete job of moving parts and merchandise from 
place to place. 
Heavy steel con- {j 
struction with 
12 gauge up- 
rights and 16 
gauge trays, 
strong and rigid. 
Large 5-in. com- 
position rubber 
tire wheels, sta- 
tionary in front, 
swivel in rear, 
providing easy 
portability. 


No. 1170. 36" Long, 34!/2" High, 24” 
Wide, Baked Enamel, Olive Green Finish. 


O i 


AURORA, 
ILLINOIS 
DIVISION OF AURORA EQUIPMENT CO. 


The New and Improved 
ROTARY 


For speed and accuracy it’s 


BECK, 


DUPLICATING 


the new Speedograph Rotary. 
Where efficiency is required in 
reproduction up to 100 copies 
the Speedograph Rotary has 
Now available for 


no equal. 
ae MACHINES immediate delivery in hand 
AND and automatic feed. 
= TODAY—Write for 
oo SUPPLIES free color brochure 


DUPLICATOR CORP. 
S1NW. Vth St, Hew York" ALY, 
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KEEPING STENOGRAPHERS HAPPY 
FOR 26 YEARS 


Use Clarotype for clean, sharp and impres- 
sive looking correspondence. Expert stenog- 
raphers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 


ORDER FROM YOUR STATIONER 
OR TYPEWRITER SUPPLY DEALER 


ae eTGUM” aoesnt seabed 
4, “AR uM” 4 doesn’t smudge- sot delicate 
5. “ARTG doesn’t dim ink line - rd 
a UM” . a 
6. ARTG! be original and st 
imprinting: Insist on t 
‘ * 
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Rubber 
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Van Cleeve Fountain Pens 
with Revolving Sapphire Ball 
Point. 


A New Phenomena... 
Perfection of Craftsmanship... 


Precision of Performance. . . 


Everlasting Beauty. Made in 
14K Solid Gold, Sterling Sil- 


_ ver and Cleeveplate Metal. an 
CLOSED OPEN 


Will write anywhere from 5 months to 5 years de 
pending upon the frequency of its use. Opens and 
closes with one hand. Can be refilled by anyone 
anywhere by injecting special Van Cleeve Ink sup- 
plied in large collapsible tubes like tooth paste, 


CLEEVELANDT CORPORATION 


33 West 46th Street New York 19, N, Y. 
Patents Applied. 


Autograph Book With Added Features 


Designed to please the kids, this attractive book is considerably more 
than blank sheets of autograph paper. First there is a seven page two 
color illustrated section devoted to school activities followed 
assorted color autograph pages—and finally an attractively prin 
section of photo album pages. Grained artificial leather covers art 
padded and title stamped in gold. Size 6% x 4% inches. 


$2003—Autographs and ep se ogee per dozen. 


Write for catalog plete line. 


Wire-O Binding Company of Chicage 


732 W. Van Buren Street Chicago 7, Illinois 
Display Room: 209 S. State St., Chicago 4, Illinois 
— 
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“THE ORANGE BOX LINE" 
STANDARD WIRE STAPLES 


A GREAT NAME... A GREATER PRODUCT 
e Fits All Standard Stapling and Tacking Machines. 


e Precision Made of Bright, Rustproof, 100°, Round 
Wire. 


e Guaranteed Absolutely Non-Clogging, First 
Grade Quality Only. 


Write for Samples and Prices 


MAJESTIC STAPLE COMPANY 
3 East 14th St. New York 3, N. Y. 


Master Craftsmen in the Art of Wire Forming 
Representatives in All Principal Cities 


U. S. 
CASH 
REGISTERS 


Built to 
Last a Business Lifetime 


FEDERAL 
CASH REGISTER CO. 


8th & McGee St. Kansas City, Mo., U. S. A. 


SOLD BY BUSINESS MACHINE DEALERS 
ALL OVER THE WORLD 


Mm. 
FULTON 
says. 


quick-drying . . » smudge-proof 
IN ANY WEATHER 


ALL-WEATHER wood block Stamp Pad, 
inked with ALL-WEATHER special ink .. . 
what a team! Weather conditions really 
don't mean a thing to them. Sharp, clean, 
fast-drying impressions . . . and pad will 
not warp, get sticky or pick up lint or dust 


=< 
FULTON SPECIALTY CO. 


200 FIFTH AV., NEW YORK CITY 10.N.Y. 
FACTORY AT ELIZABETH 1, NU. 


Wipe 


Wty 
Ullddddayayyyyy 
Wij), 
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My Up iy 


VICTOR PENS IN 


SERVICE EVERYWHERE 
LAND, SEA and AIR 


The U.S. VICTOR FOUNTAIN PEN CO., Inc. 


ESTABLISHED 1915 
225 LAFAYETTE ST. NEW YORK 12, N, Y. 


September, 1946 
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MEM-O-DEX 


THE DISTINCTIVE POCKET SECRETARY 
IDEALLY SUITED FOR GIFT AND 
ADVERTISING PURPOSES 


Smartly designed—new identification card feature under 
pad—attractively embossed—brown or black Levant sheep- 
skin—complete with 12 pads in gold foil two-piece gift box— 
one two-color lithographed pad for each month of the year. 
Prices include excise tax, advertisement in genuine 23-K 
gold inside card pocket. 12 @ $3.29; 25 @ $3.19; 50 @ $3.10; 
100 @ $2.71; 250 @ $2.43; 500 or more @ $2. .37. Sample 
furnished at "dozen lot price. 


ADVERTISING SPECIALTY SALES 
915 Olive, St. Louis, Missouri 


MACO “PRESS-T0-STIK” LABELS 


The Label Which Meets Unusually Difficult Labeling Problems 


Requires no moistening — merely pressure to apply. Can 
be quickly affixed and removed without marring surfaces. 
Adaptable for hand marking, typewriting or marking machines. 


For use on surfaces made of:— 


PLASTICS SMOOTH LEATHER 
CELLOPHANE SILVERWARE 
GLASSWARE ENAMELWARE 
POTTERY JEWELRY 

CHINA TIN, METAL, ETC. 


ALL CLEAN, DRY, SMOOTH SURFACES 


Available Plain or Printed to Order — in rolls, perforated strips, 
straight or die cut —in various shapes and sizes. 
Stocked in white, with printed blue borders, 
1M labe's to rofl, individually packed in 
a glassine bag and attractive box. 


1L 5/8 in. x 3/4 in. 
| 2L = 5/g in. x 7/g in. 


3L 3/4 in. x 3/4 in. 
4L = 3/qin.x in. 


PRICES AND SAMPLES SENT UPON REQUEST 


THE J. L. MAY COMPANY 


TAGS a LABELS & TICKETS 
111 W. 19th STREET © WAtkins 9-0357 e NEW YORK 11, © Y. 


Now Pitney-Bowes of Canada, Ltd. 

Canadian Postage Meters, Ltd., founder of the metered 
mail system in the Canadian Postal Service, has changed its 
name to Pitney-Bowes of Canada, Ltd. 

The company was established twenty-three years ago as 
a subsidiary of Pitney-Bowes, Inc., Stamford, Conn., manu. 
facturer of mailing machines for business and government, 


Watson a Vice-President 

Thomas J. Watson, Jr., has been elected a vice-presj- 
dent of the International Business Machines Corp., 590 Madi- 
son Ave., New York. Mr. Watson was formerly assistant to 
the executive vice-president. 

A graduate of Brown University, Mr. Watson joined IBM 
in 1937 and in his first fourteen months as a senior sales 
representative twice qualified for membership in the com- 
pany’s sales honor organization—the Hundred Percent Club, 
In 1940 Mr. Watson entered military service. He returned to 
the company in January, 1946, and became assistant to the 
executive vice-president later in the same month. 


Schapp Leaves Pepperell 
Morton Paul Schapp has resigned as assistant treasurer 

of the Pepperell Mfg. Co., with which firm he has been 
associated in executive capacities for twenty years. He will 
organize a new corporation which will merchandise and 
distribute on the west coast a group of consumer products 
of Koroseal, B. F. Goodrich flexible synthetic. 

Headquarters will be in Los Angeles and branch offices 
will be in San Francisco and Seattle. 


Planning or Revising a Manual 

Considerable material that might assist executives 
and personnel managers in planning or revising a company 
employee manual is contained in the report, “Information 
Manuals for Employees,” recently prepared by the Policy- 
holders Service Bureau, Metropolitan Life Insurance Co, 
1 Madison Ave., New York 10. 

This illustrated review is based on an analysis of 132 
manuals of 119 companies. It shows how material may be 
organized and the handbook introduced; gives suggestions 
on its table of contents and index, the story of the company, 
and other pertinent information. The report also lists the 
contents of 130 information handbooks. 

Another division of the report examines the steps taken 
to make the manual attractive and readable and suggests 
methods of distributing the handbook. The appendices 
reproduce the tables of contents of the employees informa- 
tion manuals of two representative organizations. 

A copy of this report is available to executives who re- 
quest it on their business stationery. 
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SEE THE NEW ELECTRONIC 


Lecilone 


INTERCOMMUNICATION SYSTEMS 


Booths: 238 and 239 
NATIONAL BUSINESS SHOW 
GRAND CENTRAL PALACE, N. Y 

September 30 to Ocober 5, 1946 


EXECUTONE INC., NEW YORK 17 


415 LEXINGTON AVE., 


September, 1946 
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NEW—JUST OFF THE PRESS! 
Delbridge Selling Price Calculator 


This new, high speed calculator will figure 
your percentage markup prices as required 
by OPA. The Delbridge System is speedy— 
twice as fast as machine calculating and five 
times as fast as hand figuring. 

Save time and eliminate “headaches” by 
using this lightning fast calculator. 


No. 521 Delbridge Selling Price Calculator 
PRICE $12.50 


Order from your stationer or supply dealer. 


DELBRIDGE CALCULATING SYSTEMS, INC- 
ST. LOUIS, MISSOURI 


WRITE son 


= 


The WRITE Way 
is the RIGHT Way 
to Office Efficiency 


products are time and money savers in 
office . . . giving you more for every dollar 
in longer wear, better looking work. WRITE r 
Papers give you more copies, cleaner 
copies from every original. WRITE Typewriter 
Ribbons reproduce a uniformly clean, sharp and 
teadable piece of work every time. 
Insist on WRITE products. They are guaranteed 
for quality, uniformity, long wear. 
Ask your dealer, or write us today for FREE sam- 
bles and attractive prices. 


Immediate Deliveries! 


: ee Avenue 
420 Lexington 
WRITE ep Ne“ York 17. ™. ¥- 


ATED 
INCORPOR FACTORY: Bridgeport, Conn. 


September, 1946 
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Now! GetCopiesofAnythin 
-ina Villy! oe 


Amazing New Unit copies 
STATEMENTS, INVOICES, REC- 
ORDS, INVENTORIES, LETTERS, 
CLIPPINGS, BLUE PRINTS, PIC- 

TURES (over 100 others) 

fa 


... Right in your own office! 

New, error-proof, low-cost 

method saves time, typing 
and checking! 


Get the copies you need —when 
you need them! APECO copies | 
anything written, typed, 
printed, drawn or photo- 
graphed —even if on bothsides! 
With this handy unit, you can 
turn out accurate, permanent 
copies at l-a-minute speed— 
for less than the price of a phone 
call! No darkroom or technical 
knowledge needed. Anyone can 
operate APECO —‘‘America’s 
Most Widely Used Photocopy 
Equipment.” Get 
full information, 
TODAY! 


* Also continuous cabinet 
models for prints of any 
length, up to 42” wide. 


Mail Coupon Now for this FREE book 


American Photocopy Equipment Co. — 


2849 N. Clark St., Dept. H96 res, oe 

Chicago 14, Ill. ee 
Send me, without obligation, Title 2... 6... eee 

your 20-page, fully illustrated book 

showing the ‘‘what” and “how” Address .................--.-- 

of Photocopying and the savings 

it makes in time,money and labor. City & State.................. 
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Every User is Looking for a Superior Product Today—Tempo 
Offers You a Complete Line of Quality Duplicating Supplies 


NO. 500 INK 


New—sensational—users say “it’s unbelievable.” Out-performs any ink on 
the market. The first real improvement in duplicating since we introduced 
the film stencil in 1938. Tempo 500 is an amazing time-saver. Copies 
dry in from 1 to 3 minutes depending on paper. No waiting around. 
Speeds up entire department. Takes high speed operation beautifully. 
Less offset. No waste of paper—the first copy is good. Tempo 500 has 
everything—one trial will convince. 


FILM STENCIL For catalog, price list and special 


dealer proposition... 


“Cash in” on the tremendous interest MAIL COUPON TODAY 


in film stencils. Never were they ee ek ee ee 
more in demand. In the 8 years HARDING CO., 1 
since we introduced it, users have 432 W. Pico Bivd., 
learned the many advantages of Los Angeles 15, Calif. | 
film: Saves 3 to 10 minutes cut- pt. E 


Please rush details about ! 


1 

I 
ting time. Eliminates type clean . 
ing, loop-letter cut-outs, feed roller ! qemve 500 Ink and Tempo ] 
swelling. Result: cleaner cut sten- J ilm Stencil. ] 
cils, better copies, better re-runs. PEE 60080 vececesséceses 
Operators familiar with Tempo Film ! gTREET .............:ss+e i 
performance cannot be switched to) oF CITY .............cceeees 1 


any other type of stencil. 
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Office Machine 
Stands 


The KARLO reduces 
fatigue and increases 
efficiency because it is 
instantly adjustable to the 
height of any operator. 
The sturdy, hagas base 
eliminates vibration — as- 
sures clean cut letters. 
Large full 2" noiseless 
casters make the KARLO 
stand easy to move. It is 
oo to all types of 
office machines; type 
writers, adding machines # 
comptometers and alsc $ 
visible records. 


iach 
- 


DUPLICATING 


Model | 


HOUSTON, TEXAS @ U.S.A. 


Beauty 


Metal Base 
Write for details Wood Top 9 WASHES OFF STENCIL 4 WILL NOT DRY IN, WASHES OFF HANDS 
WITH WATER ORUM OR PAD WITH SOAP ANO WATER 
K A w L a For Complete Information Write 
32-36 lonia Ave., SW Grand Rapids, Mich. RUTHERFORD DUPLICATOR co. 


.. RANSON 


ee 
© 


No. 1509 (illustrated) 


@ Capacity, 5 Ibs. by 
4 ounces. Computes 
tage for ait mail, 
first class mail an 
merchandise up to : 
Ibs. Easy to use, simp y 
place mail matter «| 
the platform an 
inter automatically 


Sp Bx 


BUSINESS 
ARMA GEM CLIPS OFFICES ARMA N 
ARMA SNAGPROOF 


SPECIFICATIONS 


Ideal for 
+ 62" diameter, glass 
Diels ered. Red and black 
figures on white, red for 


Use on y} 
Films, Fabrics 5) >) 
Lithographs, ete. « fy) 
postage, black for 


ARMA TAG WIRE 
weight. 


O-SLIP CLIPS 


Curled Ends 
Will Net 
Serateh or 

Brae 


Platform: 51/2” square. 

Dimensions: GVA" = $4 PARCEL POST SCALE —= = 

Peching: One 0.2 Stee © Capac sites we ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
et © 4 


to 50 PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 


. ig : CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 
me f om ~ ” 
2 S / dimensions Sacked 9 ibs. Consult your jobber—or write tc us. 
ig a. : 50 
“HANSON © ust $9 


SCALE CO. — 3 PITTSBURGH CUT WI 


: . 525 North Ada Street, Chicago 22, \linois 


OFFICE MANAGEMENT AND EQUIPMENT 


RE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Po. 


September, 1946 
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DUPLISTICKERS 


Gummed, perforated letter-size 
sheets for faster, easier address- 
ing and marking of file fold- 
ers. 825 stickers to the package 
of 25 sheets — 33 stickers, size 
1 x 2%", to the sheet. Avail- 


my office prefers 
Modern Eureka Labels 


typists accomplish more paper 
in less time, with less fatigue, 


by using handy Eureka labels. Here 
are two popular office types that elimi- 
nate the need for stencils or tedious 
duplication methods. Simply place 
carbons between the label sheets and 
insert into the typewriter. Order them 
now ‘from your regular stationer or 


direct. 


able in 5 colors. 50¢ per pkg. 


EUREKA SPECIALTY PRINTING CO. 
STATIONERY DIV., DEPT. OF 
|| West 42nd Street, New York 18,N.Y. 


MAIL - AID LABELS 


These gummed, perforated 
letter-size theets speed up vol- 
ume mailings. Labels come in 
two sizes for long or short ad- 
dresses. White only. 

500 sheets of 33° lobels each, 
1” x 2:13/16"°—$4.25 per pkg. 
500 sheets of 24 labels each, 
1%” x 2 13/16”—$4.00 per pkg. 


COMBINATION 


RULER 


tools in one, this 
an excellent gift 


8 


new Parva rule makes 
item. Its attractive lines 


and coloring give it a powerful sales 


appeal. It is sturdy, practical and extremely easy 
to use. Can be used as a letter weigher, ruler, 
magnifier, french curve, compass, protractor, level 


and mitre. 


“~ 


per, 1946 § September, 1946 


PARUA PRODUCTS company 


WEST HAVEN, CONNECTICUT 
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| 


C4 i ho sh sh hh 


Trying to make reports from a mass of unrelated data 
is just the old needle-and-haystack routine, and very 
expensive these busy days! Information neatly classi- 
fied by attaching 


COOKS Ss EE. | 


to cards and record sheets—blue for one class, red 
for another, and so on—is always ready instantly. 
These little paper-thin signals go on and off easily, 
add practically no bulk, never tarnish. In 12 non-chip 
colored enamels. 

CARD OF SAMPLES ON REQUEST 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn, 


Y 


— 3 


BUSINESS MAN'S 


ATLAS 
OF THE U. S. A. 


The Atlas That Talks the 
Business Man's Language 


FIRST AID TO SALES MANAGERS 


For Efficient Sales Planning 


Here's something new—and different—in an atlas. The 
first—and only—atlas of the United States designed ex- 
clusively for the business man's use. Gives all territorial 
data the sales executive needs for planning sales and dis- 
tribution programs. Size 12" x 15", 240 pages, loose-leaf 
binder, flexible cover. Eye-ease treated. Cash in on the 
unusual demand for this helpful business tool. Nationally 


advertised. A steady, year-round seller. List price, $10. 


THE GEORGE F. CRAM COMPANY, INC. 


730 E. Washington St., Indianapolis 7, Ind. 
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DEAR BOSS: 


Mr. Spence A. Count 
Dear Spence: 


Got your letter this A.M. Certainly traveled clear 
across the country in a hurry, didn’t it? 

I’ve seen lots of those SKY-RITE Air Mail envelopes 
around and it’s about time I got on the SKY-RITE 
Bandwagon. 

I am writing my New York office to contact the 
SKY-RITE outfit immediately for samples and prices. 

Keep sending your orders in: in SKY-RITE Air Mail 
Envelopes. 

Always, Allways 
The Boss 
SKY-RITE PAPER AND ENVELOPES 
Copr. 1946, Bw J Paper Co. 


Dept. GT, 74 Varick Street, 


SKY-RITE Reg. U. 8S. Pat. Off. New York Fs N. Y. 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 


Tablet Armchairs 
, Frempt Fn gene from 


se specify re- 
quirements whea iaquiring. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 7 


== 


.\ Se 


Order from your wholesaler or write 
ENGEL ART CORNERS MFG. CO., 4709-11 N. Clark St., 


Genuine Art Corners by ENGEL 
For Photo Albums, Scrap Books 


~~ ADVERTISED for mounting snapshots, postcards, clippings, 


CrgeZd 


pec xet TRANSPAR() 


“Aart Corners Aart Corners 


Will mount prints 
tight or loose, 
negatives can be 
filed in back. 


100 of a color in 
——— to sell for 


sell for !5c. 


"Clear as Glass." 
Complete visibility. 
Prints or stamps 
removable at will. 
100 in boxette to 


Chicago 40, Ill. 


A Snappy Salesman 


of fifty years ago looked like this. To- 
day he has doffed the checks, the high 
hat and the walrus mustache, but he 
still depends upon his 
Beach's 
“Common Sense” 


Expense Book 


to give him a quick, accurate record of 
his traveling expenses. 


BEACH PUBLISHING CO. 
7338 Woodward Ave., Detroit 2 
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Any — ae, 500 
Cards 


Credit Portable \ ¢ 4; 


Cost Saves Time 


pondence folders. 
able Acts. 


tion. Ten years nationa use. 


Sheets of Cards 


Compleh 
Use Handifax Cards only. Join together. Fl 


sheets of Cards on edge like paper in cory, 
Visible Facts Inspire Prof, 


Use half-inch Visible Margin for Indexing—Col, 
Signaling—Visible Tabulation of vital inform, 
500 Cards on 
side Blank, one side Ruled: 6x4 in., $3.45; gy 
in., $4.40; 10x4 in., $5.30. Order now. Send» 


money. Satifec: Write for Catalo, 


ROSS-GOULD CO 


Handifax 


NEW IMPROVED POST-WAR MODELS 
Nou Auailalle in the 


Automatic 


Hydrawlik 


Fast Moving 


Hydrawlik Company 
GEORGE A. BROWN 
Roselle, New Jersey 


SELECT 


311 N. Tenth St. (1) ST. LOUK 


elznlize 1 =#erer zal 


Cal 


WRITING TABLETS 
GUMMED CLOTH ITEMS 
PLAIN & RULED SCRATCH PADS 
LEGAL RULED PADS 
INDEX CARDS e@ INDEX TABS 

COMPOSITION BOOKS 


SELECT PAPER AND TABLET CORP. 


Manufacturing Stationers 


585-601 DEAN ST. 


Sy 


BROOKLYN 17, N. Y, 


NEATYPE 


ae TYPE & PLATEN 

oe 

Highest Quality s 

Large Bottle © 

Fast Easy Seller 

Wonderful R 

Large Profit 

AND—Mr Dealer— 

NEATYPE is sealed in such 

a way that there is NO 

EVAPORATION IN STOCK. 
For Full Particulars and Samples, Write 


STARKEY. PAPER & SUPPLY co. 


3800 AGNES AVE, KANSAS CITY 3, MO 


September, 1946 ‘ 
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WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payable 
jn advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave., 
New York 1, N. Y. 


ee 


Lines Wanted 


EXPORT REPRESENTATIVES with world wide outlets desire to 
represent manufacturers interested in Export. GT-558. 


CALCUTTA, INDIA—Well established firm desires representation for 
Calcutta for the Manufacturers and Sole Exporters of Papers—all 
yarieties, Paperboads, Fountain Pens, Printing Inks, Steel Office Furni- 
ture, Pencils and other Stationery Goods. References: Guarantee Trust 
Company of New York, Broadway, New York and Chartered Bank of 
India, Australia & China, New York, N. Y. Please write with full 
details to THE RELIANCE COMMERCIAL AGENCY, 92 Harrison 
Road, Calcutta, India. 


AM INTERESTED in agency for office machines. 


Write Facon, 58 
Boulevard de Waterloo, Bruxelles, Belgium. 


For Sale or to Buy 


VISIBLE EQUIPMENT bought, sold and exchanged. We specialize 
in rebult Kardex, Acme and International Visible Factograph cabinets, 
as well as other makes. Write and tell us what Visible Equipment 
you need or have for sale. Special prices to Dealers. E. H. HEINE- 
MAN, 4 North Eighth St., St. Louis 1, Mo. 


FOR SALE—Billing machine Burroughs Moon Hopkins, Style $720301, 
in A-l shape. Write Box GT-539. 


WANTED: Dozen pocket notebooks “Shaws No. S 2852” formerly 
made by Wilson Jones red leather covered quadrille lined five squares 
toinch. GT-554. 


WANTED TO BUY: Any quantity of typewriters, adding macihnes, 
Buwroughs, Moon Hopkins, REBUILT. Write Facon, 58 Boulevard 
de Waterloo, Bruxelles, Belgium. 


Patent Attorneys 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
snd me your sketch or model, confidential advice; literature. Z. H. 
POLACHEK, 1234 Broadway, New York, N. Y. 


“K-Line” SELF-LOCKING POSTS 


The most efficient and economical binding 
posts obtainable for use in conjunction with 
various types of STORAGE BINDERS. 
LENGTHS: 1, 112, 2, 2V2, 3 & 4/2" 
Expansion Up to 7a Inches 


| 


AAT 


Samples and Descriptive Booklet on Request 


W. R. KLINE CO. 
440-73rd St., Brooklyn 9, N. Y. 


Western Distributors 
GANE BROTHERS & LANE, INC. 
140 W. 17TH STREET 184 SECOND STREET 
LOS ANGELES, CALIF. SAN FRANCISCO, CALIB. 


Yew 


Windsor-Embassyp 
RELIABLE AND UNIFORM 
STENCILS 


for ALL duplicators, INKS, CORRECTION FLUID, 


HECTOGRAPH OUTFITS 


HAND CLEANERS, STYLI and LETTERING GUIDES 
And a Complete Line of DUPLICATOR SUPPLIES 


An Old New England Company— 
Proud of Its Reputation for Quality 


WINDSOR-EMBASSY CHEMICAL CURP. 


MILFORD, NEW HAMPSHIRE 


| Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The Heuse That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y.. GRamercy 3-3741 


A MIRE eo om 
Modern Rich 
Aluminum Lustrous 
Plate Two-Color 
Beautifully Plexiglas 
Etched Base 


55-YEAR DESK CALENDAR 


Price $2.50 
GUEDON, CAMDEN, N. J. 


SCRAP BOOKS 


@ Fabrekoid Covers in black 
only 

@ Screw Post Metal Binders 

@ Six different sizes 


0... 104 28 3....154 x 1% 
Bi... 2% | ....1ea 2 1% 
2....1%74 2 @s...23 «1% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 


19-29 Rockwell Place Brooklyn, N. Y. 


Now Delivering... 


* POST BINDERS 

* RING BOOKS 

* MEMO BOOKS 

* SLOTTED LOCKS 

* SPECIALS OF ALL TYPES 


Gold Stampingyxe Embossing 
Catalog of stock numbers on request 


STAR LOOSE LEAF CoO., 


INC. 
165-7 Duane St. 


New York 13, N. Y. 


BREE OTe: | 
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(front-vision, line-by-line) 


COPYHOLDER 


YES es: ERRORS 
ND UP TO 50% IN TYPING TIME! 


To read slant-wise from a side position, 


as most typists do, is basically wrong, tedi- 
ous and harmful. 
posture, 
YE LEVEL reading, Copy-RIGHT shortens 
eading distance, improves visibility, assures 
jreater accuracy, eliminates eyestrain. 


By permitting correct 
automatic line-pointing, forward 


Result: typewritten 
matter that carries 
quality, neatness, 
prestige. 
No Twist, No Turn 
No Squint, No Squirm — 
Copy-RIGHT keeps 
Typists fresh and 
alert throughout the 
day, slashes typing 
costs. Self-support. 
ing, not permanently. 
attached, can be in- 
stantly moved from 
one typewriter or 
desk to another. 


Six Model Sizes 
hold papers up to 
12", 16", 20", 25", 


ry Copy-RIGHT aft our risk. Put it to 


the test in your own offices. 


MAIL COUPON NOW! 


Copy-RIGHT Mfg. Corp. Dept. a 
53 Park Place, New York 7, N. Y. 


C0 Send illustrated literature please, 
CD I'd like to try a Copy-RIGHT in my office. 


Name 


Firm 


(Attach Letter Head Ple1se) 
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INDEX TO ADVERTISERS | 


Acco Products, Inc........ 28 
Ace Fastener Corp........ 16 
Adirondack Chair Co...... 122 
Advertising Specialty Sales 118 

122 


Agency Paper Co.......... 
All Steel Equipment, Irc... 29 
Almac Plastics, Inc........ 101 


Amberg File & Index Co... 11 
American Hair & Felt Co.. 98 
American Photocopy Equip- 
i ere 1 
Anderson-Hickey Co....... 
Art Steel Sales Corp...... 19-22 
Automatic Pencil Sharpener _ 


Bainbridge, Kimpton & 


A eae 10 
Barkley & Co., C. L....... 109 
Bates Manufacturing Co. 

3rd cover 
Beach Publishing Co...... 122 
Beck Duplicator Corp...... 115 
Blaisdell Pencil Co........ 114 
Boorum & Pease.......... 56 
Brown & Bro., Arthur. .... 12 
Browne-Morse Co......... 47 
Business Systems Corp.:.. 105 
Carter’s Ink Co........... 110 
Clarotype Co., The........ 116 
Cleevelandt Corp.......... 116 
Codo Manufacturing Corp.. 46 
Columbia Ribbon & Carbon 

A SS eee 3 
oo fe SS 8 eee 121 
Copy Right Mfg. Corp.. 124 
Corry Testeatous Mfg. 

I ttt pans: & cin eae a 30 
ey Co., Inc., -. 121 
C-Thru Ruler C 24 


Daco Card & Index Co., The 114 
Delbridge Calculating Sys- 


SP reer 119 
Dennison Mfg. Co........ a 
Dolin Metal Teodusts Co.. 

Eagle Pencil Co........... 15 
Engel Art Corners Mfg. Co. 122 
Engineering Mfg. Co...... 100 
ee 115 


Esterbrook Pen Co., The.. 98 
— Specialty Printing 


Faber Pencil Co., Eberhard 13 
Feldco Loose Leaf Corp.... 38 


Federal Cash Register Co.. 117 
Fulton Specialty Co........ 117 
General Pencil Co......... 99 
Globe-Wernicke Co., The.. 95 
Graff Co., George B....... 109 
Gregory Fount-O-Ink Co 96 
RT RE aa Pea 123 
Gunn Furniture Co........ 31 
Hanson Scale Co.......... 120 
Harding Co., Milo........ 119 
Harriman Welts, Inc...... 111 
meever Comp., EMO......... 23 
Hotchkiss Sales Co........ 


6 
Hunt Pen Co., C. Howard. 103 


Hydrawlik Co., The....... 122 
Industrial Tape Corp... ... 
Invincible Metal Furniture 

SER eed bar et eae 25 
Karl Manufacturing Co.... 120 
Kee Lox Mfg. Co......... 33 
LX eee 123 


Koh-I-Noor Pencil Co., Inc. 102 


Majestic Looseleaf Co., Inc. 123 
Majestic Staple Co........ 117 
Maso Steel Products..... 27, 150 


= Stationery Products, 

Seer gic eg aise 6 Seacony «3g 08 
May 2 118 
Melind, Louis see caleba ag 51 

Mittag & Volger, Inc... ... 18 
Moore Push Pin Co....... 107 


Sa eeeee ae 


National Pencil Co........ 108 
Niagara Duplicator Co..... 49 
Nu-Craft Products Co..... 115 | 
i ee 

= ‘age Ribbon & Carbon 


| ee 
SE Aaa. eatin Ween 4 
Parker Pen Co............ 
Parva Products........... 121 


Pittsburgh Cut Wire Co.... 120 
Quality Park Envelope Co.. 32 


Red Feather Products, Ltd. 5 


=" Rubber Co., Wel- - 


RES 106 
Rockwell-Barnes Co...... 34, 35 
Rosenthal Co., The....... 116 
Ross-Gould Co... 122 
Rutherford Duplicator Co.. 120 
Sanford Ink Co........... 113 
Schollhorn Co., William... 101 
Scripto Mfg. Co........... 


Security Steel Equipment 
RRS A eerarer” 41 
Select Paper & Tablet Corp. 122 
Seng Co 03 
Sengbusch Self-Closing 
Inkstand Co............ 105 
Sheaffer Pen Co., W.A.... 93 
Sheppard Co., The C. E.... 112 
Speed-O-Print Corp...... 39, 40 
Spencer Rubber Products 


| SRE a 102 
Staedtler, Inc., J. S....... 94 
Starkey Paper & Supply Co. 122 
Star Loose Leaf Co., Inc... 123 


Stationers Loose LeafCo... 97 
Stewart & Co., Inc., R. A. 106 
Stow Davis Furniture Co. 
2nd cover 
Stratford Pen Corp........ 3 
“te Posture Chair Co., 


) > 


Underwood Corp...... 4th cover 
U. S. Victor Fountain Pen 
Co 


ee 


Victor Safe & Equipmert 
Serre 36 


ba a ee Supplies, 
Inc., 113 
Wall Beret Journal, The.. 17 
Watts Co., Inc., Alfred Allen 111 
Webster Co., OU co ewin 14 
Windsor-Embassy Chemi- ™ 


rs ee 4, 


Yawman & Erbe Mfg.Co... 43 


Zephry American Corp..... 53 
September, 1946 
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'-- WHEN IT’S MADE BY BATES 
IT’S GOOD FOR YEARS OF SERVICE 


BATES NUMBERING MACHINE 


The acknowledged leader 
throughout the world for 
more than half a century. 


BATES EYELETER 


Feeds, inserts and crimps 
eyelets in one instantane- 
ous automatic operation. 


BATES STAPLER 


Makes its own staples. 
5,000 in one loading. 
Can‘t jam or clog. 


BATES TELEPHONE INDEX 


Spin the knob and follow 
the red line. Finds 720 
names or numbers, presto! 


BATES FILE FASTENERS 


Lay flat, bind tight. No 
sharp edges. Positive slide 
locks. Neat, efficient. 


BATES PERFORATOR 


Easiest action, largest 
waste container. Compact. 
Economical. 


BATES MunKee STAMP PADS BATES LIST FINDERS 


Simplest listing device 
ever made. Ideal for home 
or office use. 


Reversible, renewable 
filler. Clear, clean impres- 
sions. Long-lived. 


| Yrice-isn't the important factor in buying office equipment. In the long run, cost is determined by how 
long and how well your equipment serves you. Bates Office Aids are the leaders because for years 


they have been paying extra dividends in longer, more satisfactory service. 


Bates quality products 
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Sit down to this handsome new typewriter... for the typing 
thrill of your life! 
You sense something different the moment your fingers touch the keys. 
Its Rhythm Touch .. . the latest development in Underwood's 
constant research to help make your work easier. 
There's new ease for your fingers in the lightning response of every 
key. In the better balanced finger action. The effortless speed. The 
free-and-easy rhythm of the accurate. smooth-running mechanism, 


Youll do more work... better work ... with less fatigue. Besides 


Rhythm Touch, and many other new refinements, you have all the 
time- and effort-saving Underwood features you've always enjoyed. 


Insist on having this new Underwood Standard Typewriter. It’s a 
pleasure to work with ... a treasure to own. 


UNDERWOOD CORPORATION . . . One Park Avenue, New York 16, N. Y. 


YI LEADER OF THE WORLD 
‘ 


Copyriznt 19), Underwoed Corpo: ation 
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